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ATTENDANCE AND ENROLLMENT
FOR

IDAHO PUBLIC SCHOOLS

Idaho Code (Section 33-1002) provides for the educational support program of public
schools in the State of Idaho and bases the distribution of state funds on the average daily
attendance of students. The State Board of Education is authorized to establish rules and
regulations determining average daily attendance and the reporting requirements. This
publication identifies definitions adopted by the State Board of Education and describes
the practices and procedures to be used for reporting the enrollment and attendance of
public school students.

Pupil personnel management is a function of the school system, and the responsibility for
the actual collection of pupil information rests with the local school district. School
districts are required to maintain records which will properly and accurately account for
the enrollment and attendance of each student. A permanent cumulative record system or
student master file should be established and maintained at each school district. The
information necessary to report to the State Department of Education includes enrollment
data, attendance data, dropout data, days in session and number of twelfth grade
graduates.

This manual is published to help school districts comply with current requirements for
enrollment and attendance reporting.
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l. General Information

School Year — minimum hours (1.C. 33-512 (a))

Each school district shall annually adopt and implement a school calendar which provides its
students at each grade level with the following minimum hours:

» Kindergarten — 450 hours
= 1%.3"“grades — 810 hours
= 48" grades — 900 hours
= 9".12" grades — 990 hours

School Calendars must be submitted to the State Department of Education prior to the start of the
school year. (See School Calendar Manual for instructions on submitting calendars)

School Age (I.C. 33-201)

The services of the public schools of this state are extended to any acceptable person of school
age. “School Age” is defined as including all persons resident of the state, between the ages of
five (5) and twenty-one (21) years. The age of five years shall be attained when the fifth
anniversary of birth occurs on or before the first day of September of the school year in which the
child is to enroll in kindergarten.

Note: Opinions of Attorney General states that once the child is properly enrolled, it is within the
discretion of school officials thereafter to change that placement if it is in the child’s best interest.

Average Daily Attendance (1.C. 33-1001)
Average Daily Attendance (ADA) is the aggregate or the weekly attendance divided by the

number of days in session for that week, for grades 1-12. For Kindergarten the weekly aggregate
attendance is divided by the number of sessions for that week.

Note: No student can generate more than one (1.0) ADA. Students who attended more than one
school or in two schools in different districts, must be counted so that they generate no more than
one (1.0) ADA.

Day / Session for Attendance (IDAPA 08.02.01)

A school day or session is when the school is open and students are under the guidance and
direction of teachers engaged in the teaching process. Lunch periods, breaks, passing time,
recess, etc., may not be included in determining the hours of instruction.

1. Full Day / Session

Kindergarten — a full session consists of at least two and one-half (2.5) hours of instruction per
day. Schedules in which groups of students routinely attend the equivalent of 2 sessions per day
for a limited number of days (2 or 3) during the week may count up to two (2) sessions per day.

Grades 1-12 — a full day consists of at least four (4) hours of instruction per day.

2. Half-Day

Kindergarten — There are no shortened days for Kindergarten. A period of instruction of less
than 2.5 hours should be recorded as a vacation session.



Grades 1-12 — a half-day consists of at least two and one-half (2.5) hours, but less than four (4)
hours of instruction per day.

3. Summary
Kindergarten Grades 1 -12
2.5 hrs. or more of instruction = 1 session 4 hrs. or more of instruction = 1 day
less than 2.5 hrs. of instruction = 0 sessions 2.5 hrs but less than 4 hrs. of instruction

=% day
less than 2.5 hrs. of instruction = 0 days

Teacher Staff Development and Emergency Closure (1.C. 33-512 (c))

The minimum number of instructional hours that a school district must provide its students at
each grade level may be reduced up to eleven (11) hours for kindergarten and up to twenty-two
(22) hours for grades 1-12 to accommodate staff development activities and eleven (11) hours for
emergency school closure (I.C. 33-512 (c)). Idaho code does not limit the number of hours of
Staff Development or Emergency Closure for a district. Instead, it limits how many of those
hours may be counted as instructional time.

Note: Teacher orientation, parent-teacher conferences, teacher workdays, etc. do not qualify as
staff development.

The board of trustees shall certify to the State Department of Education the cause and duration of
emergency closure (1.C. 33-1002. 5). Certificates of Closure must be submitted with each
reporting period attendance reports. If there are no emergency closure days mark “N/A” at the
top of the certificates. Report, by building, only the number of instructional hours that were
missed due to emergency closure. This should not exceed the number of hours school would
have normally been in session.

Note: It is important to distinguish qualifying emergency closures allowing a reduction in
instructional hours from closures affecting the reporting of ADA. For attendance reporting
purposes, ldaho Code 33-1003A states that when a school is closed, or if a school remains open,
but attendance is significantly reduces, the board of trustees, having certified to the SDE the
cause and duration of such closure or impacted attendance, the districts attendance shall be
considered as being the same as the days when school actually was in session or when attendance
was not impacted.

Note: The State Board of Education does not recognize a teacher strike nor the withholding of
service as sufficient cause to declare an emergency closure.

Note: Do not report attendance for emergency closure days. The attendance system will
calculate the attendance for each building

Elementary Schools with Less Than 10 ADA (1.C. 33-1003 2(f))

Idaho Code 33-1003 2(f) provides that any elementary school having less than ten (10) pupils in

average daily attendance will not be allowed to participate in the state or county support program
unless the school has been approved for operation by the State Board of Education. Application

for this approval must be submitted annually. Applications may be obtained from Public School

Finance.



Border District Contracts (1.C. 33-1403)

1. Within the state

If the board of trustees determines that it is in the best interest of the pupil(s) to attend school in
another district, the district may annually agree, in writing, that such pupil(s) shall be transferred
to the other district. The receiving district may elect to charge tuition and/or include those
students in its attendance reports.

2. Out of state

If the board of trustees determines that it is in the best interest of the pupil(s) to attend school in a
bordering state, the district may annually agree, in writing, to a contract that specifies all cost to
be paid by the Idaho school district and the agreement shall be filed with the State Board of
Education. The Border School attendance reports must be included with the contracting district’s
attendance reports.

3. Students Coming into Idaho

An Idaho school district with the approval of the State Board of Education, may enter into an
agreement with a neighboring state, but the Idaho school district must charge a tuition rate as
determined by the State Department of Education, in compliance with Idaho Codes 33-1403 and
33-1405. A copy of the agreement shall be filed with the State Board of Education. Out-of-State
students shall not be included in attendance reports.

Reporting Periods (1.C. 33-1009)

There are three reporting periods for the regular school year with an additional reporting period
for approved Summer Alternative schools and Summer Juvenile Detention Centers.

= The first reporting period begins the first Monday in July and ends the first Friday in
November.

= The second reporting period begins the Monday after the first Friday in November and ends
the first Friday in March.

= The third reporting period begins the Monday after the first Friday in March and ends on the
last day of school.

= Summer Alternative Secondary school and Summer Juvenile Detention Centers begin after
the last day of the regular school year and end prior to the beginning of the next regular
school year.

Reporting Options

1. Forms

Elementary School districts and Charter Schools may download from the Department of
Education’s website the attendance reports in Excel format and submit the reports to the State
Department of Education (SDE). One copy of each completed report should be kept on file at the
school building. The Superintendent and SDE copies should be forwarded from the building to
the school district office or charter school administration at the end of each reporting period. The
reports will be review for accuracy and copies will be forward to the State Department of
Education.



2. Disk

Program disks will be provided to the districts, allowing district or building personnel to input
information, to generate all attendance and unit reports, and submit reports in an electronic
format.

Deadlines for Submitting Reports

Completed forms must be signed by the appropriate supervisor as noted on the forms or someone
under his/her authority. The building principal/supervisor and district superintendent are
responsible for the timely submission of accurate reports.

1. Due Dates
Reports should be mailed to the SDE according to the following guidelines:
= 1% period — no later than one (1) week after the first Friday of November.
= 2" period - no later than one (1) week after the first Friday of March.
= 3" period - no later than one (1) week after the close of school.

= Summer Alternative School and Summer Juvenile Detention Centers — no later than one (1)
week after the close of the summer session.

2. Past Due

Reports are past due if they have not been received in our office 14 business days after the last
day of the reporting period. If an extension is needed, please contact our office.

(1) Border Schools — (special instructions)

If your district has students attending Border schools in a neighboring state with closing dates
later than that of your district, please forward the Border school reports as soon as they are
available. Send the remaining district reports in accordance with the above due dates advising us
in writing of the closing date of the Border school(s). The Border school forms should be mailed
to the district office no later than 1 week after the close of school, then forwarded immediately to
the SDE. It is the responsibility of the Idaho school district to obtain the Border school reports.

3. Where to Send Reports

Send reports to: Public School Finance
State Department of Education
PO Box 83720
Boise ID 83720-0027

Fax : 334-2228

Corrections/Changes to forms and reports

Corrections or changes to forms are accepted up to three years after the original file date. Please
forward any corrections as soon as possible.

Make corrections or changes to the district or building copies. The person making the change
must sign and date the form. Mail or fax the changes to the Public School Finance office.



Il. Attendance

Attendance information is a significant factor and provides the data necessary for calculations
used in the state educational support program. Support units are derived from this information for
the different grade groupings and school types, including Alternative schools, Juvenile Detention
Centers, Special Education programs, and Charter schools.

Grade Groups (1.C. 33-1002)

The state school support program is based on the average daily attendance (ADA) of students.
Attendance reporting is divided into the following groups:

- Kindergarten

- Elementary (grades 1-3)

- Elementary (grades 4-6)

- Secondary (grades 7-12)

- Alternative Secondary School (grades 7-12)

- Summer Alternative Secondary School (grades 7-12)
—Juvenile Detention Centers

Gifted/Talented, Self Contained and Resource Room students - Attendance for these
students should be combined with the regular kindergarten, elementary, and secondary
classrooms.

Approved Special Education Preschool students — Do not report attendance for these
students. Report enrollment information only. Support for these students is calculated from
information submitted to the SDE by the Special Education December 1 Child Count.

Recording Attendance at the Building Level
Uniform reporting (1.C. 33-120)

The state superintendent of public instruction shall prescribe forms and format for uniform
accounting for financial and statistical reports and performance measurements to provide
consistent and uniform reporting by school districts.

SDE Recommends; that attendance records should be maintained and kept on file at each school
building. Each Classroom Teacher should be recording Elementary attendance twice daily (a.m.
and p.m.) and Secondary attendance should be recorded for each class period throughout the day.

SDE Recommends; that attendance should be reviewed daily and audited weekly by
building personnel to insure proper attendance reporting to the State department of
Education.

A Day of Attendance (IDAPA 08.02.01)

A day of Attendance is one in which a pupil is physically present and is under the guidance and
direction of a teacher while school is in session. Report attendance in full (1.0) or half-day (.5)
increments (see page 1). Do not use enrollment figures for attendance.

Note: A student who attends a day-long biology field trip that is part of the curriculum, under the
guidance and direction of a teacher while school is in session, may be counted as being in
attendance for that day.




Public School Students Dually Enrolled (1.C. 33-203)

A public dually enrolled student is any student attending more than one traditional public school,
public charter school or public virtual school. In funding there are only two options for a
student’s ADA and that is full time (1.0) or half time (0.5).

Note: No student shall generate more than one (1.0) ADA.

Example: John attends four (4) hours of instruction at the traditional high school and then spends
two and a half (2'2) hours of instruction logged on with the virtual high school. Since John meets
the four hour minimum at the traditional high school to be counted as a full ADA and meets the
two and a half hour minimum at the virtual high school to be counted as a half ADA the two
schools must work out an agreement as to how the ADA will be reported, because no student
shall generate more than one (1.0) ADA.

Example: John attends 3 hours of instruction at the charter school and then spends 1 hour of
instruction at the traditional high school for advanced math, which the charter school pays a fee to
the traditional high school. The charter school would count the hour spent at the traditional high
school to meet the 4 hours of instruction minimum to count the student as a full time student.

Post-Secondary Dually Enrolled (1.C. 33-203)

Dual enrollment shall include the option of enrollment in an accredited post-secondary institution.
A student who is earning credits from an accredited post-secondary institution that are being
credited towards graduation requirements can be included in state attendance reports.

Example: Mary attends three hours of instruction at the local high school and also attends one
hour of instruction at the local accredited college which credits are going towards her graduation
requirements. The time spent at the college would count towards meeting the 4 hours of
instructions to be a full time. Mary would be a full time ADA and not a half ADA.

Non-Public School Students dually Enrolled (I.C. 33-203)

Those students educated in other than public schools and who also attend classes at a public
school are considered dually enrolled students. A dually enrolled student must attend at least two
and one half (2 %2) hours per week to be included in the school’s weekly aggregate attendance. If
the student’s hours of attendance are 2.5 or greater, divide the hours by 4 and add that to the
school’s weekly aggregate attendance.

Example 1: Sally, a home instructed student, enrolls in music class that is held for 55 minutes, 5
days a week and she attends music class all week:

Total minutes of attendance (55 minutes x 5 days) = 275 minutes

Total hours of attendance (275 minutes divided by 60 minutes = 4.58 hours)

Aggregate hours of attendance (4.58 hours divided by 4 = 1.15), round to 1.0

For that building, add one (1) ADA to the week’s aggregate attendance for Sally.

Example 2: Jeff, a privately schooled student, enrolls in two 50 minute classes per day.

Total minutes of attendance (100 minutes x 5 days) = 500 minutes

Total hours of attendance (500 minutes divided by 60 minutes = 8.33 hours)

Aggregate hours of attendance (8.33 hours divided by 4 = 2.08) always rounding to the nearest .0
or .5, add 2 to the week’s aggregate attendance for that building.



Dually enrolled Idaho Digital Learning Academy (IDLA )(I.C. 33-203)

Students who take courses from the Idaho Digital Learning Academy (IDLA), the state run,
online courses, can be included in state attendance reports.

Example: John attends four 55 minute periods at the local high school and one course from
IDLA. Treat the IDLA course as if it was another 55 minute period. With the IDLA course John
would count as a full time student, because he is receiving 4 or more hours of instruction.

Example: Becky is a home instructed student, who signs up for two IDLA course through the
counselor at the high school. The high school runs seven 50 minute periods a day. Calculate
ADA for Becky the same as any Non-Public dually enrolled student. Calculate her time based on
the length of each period at the school she signed up at. Calculate her attendance as follows:
Total minutes of attendance (100 minutes x 5 days) = 500 minutes

Total hours of attendance (500 minutes divided by 60 minutes = 8.33 hours)

Aggregate hours of attendance (8.33 hours divided by 4 = 2.08) always rounding to the nearest .0
or .5, add 2 to the week’s aggregate attendance for that building.

Homebound Students (1.C. 33-1003(a))

A homebound student is any student who would normally and regularly attend school, but due to
illness or accident that necessitates an absence from school for more than ten (10) consecutive
school days, the school district may include homebound students in its total attendance, provided
that academic instruction has been given by appropriate certified professional staff employed by
the district.

Note: Beginning on the eleventh (11) homebound day and thereafter the student may be included
in the total aggregate attendance of that building report.

Foreign Students

A foreign student is any student who comes from another country and is not a legal resident of the
State of Idaho or United States of America. Foreign students who are attending school in an
Idaho school as part of a foreign exchange student program, can be counted in attendance for
funding proposes. Foreign students who are not part of a foreign exchange program and attended
school in Idaho, must pay tuition and cannot be counted in attendance for funding proposes (I.C.
33-201).

Saturday or After School Classes

Saturday or after school classes can not be use to make up an absence from a prior day. State
Board Rules Governing Administration 08.02.01.250.05 states; “A day of attendance is one in
which a pupil is physically present for the full day under the guidance and direction of a
teacher...”

Example: John is absent on Tuesday, but attends Saturday classes. John would be reported as
only having 4 aggregate days of attendance for that week. Under this rule a pupil cannot be
counted as in attendance for a day if they were not physically present that day.

Note: Schools can use Saturday Classes for credit recovery, but cannot claim in aggregate
attendance for state reports.



Tardiness and Attendance

FOR KINDERGARTEN

State Board Rules Governing Administration 08.02.01.250.04 states; “A day of attendance for a
kindergarten pupil is one in which a pupil is physically present for a period of two and one-half
(2 %2) hours under the direction and guidance of a teacher while school is in session.”

Example: The kindergarten session is normally three (3) hours of instruction and a pupil was an
half hour late coming to class, but was there for the remained of the day. This pupil would still
count as being in full attendance, because they were physically present for two and one-half hours
of instruction.

FOR GRADES 1-12

State Board Rules Governing Administration 08.02.01.250.03a states; A day of attendance for a
grades 1-12 pupil is one in which a pupil is physically present for a period of four (4) hours under
the direction and guidance of a teacher while school is in session.”

Example: The high school has six (6) 55 minute long periods each day. Jane is 15 minutes late
to her first period class and is again 15 minutes late to the start of her fourth period class, but is on
time for the other four classes. For state reporting, she would still be counted as being in full
attendance, because she received more than four (4) hours of instruction.

Note: Each district may set a policy regarding the number of tardiness that can happen before
withholding credit for a class. There is nothing in state law or board rule that requires
withholding funding for tardiness. As long as 4 or more hours of instruction is met it is a full day
of attendance for state funding.



Reporting Forms
1. Kindergarten Attendance Report

IDAHO STATE DEPARTMENT OF EDUCATION District # Building #
KINDERGARTEN ATTENDANCE REPORT District Name
2002 -2003 1STREPORTIMNG FERICD Building Name
Yr-rnd Track Code K - Schedule Code
Place an "' in the .
applicable boxes. Man | Tues | Wed | Thur | Fri Kindergarten Schedule Mumbering System
Week 1 arm 11 AW only - every day 47 WY every other F (2 sessions/day)
prm 21 P anly - every day 3) T.Th, every ather F (2 sessions/day)
Week 7 arm 3) Wk 1- MWW F and 6) Al & P (full day) - every day
pr Wk 2-T, Th (£ sessionsiday) 7 & above) all other schedules
<<« A separate form must be completed for each schedule within a building. >>>
KINDERGARTEM
WEEK DATE NUMBER OF EMERGENCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTENDANMNCE
01 {Jul-01
02 |Jul-08
03 | Jul-15
04 | Jul-22
05 | Jul-29
06 |Aug-05
07 |Aug-12
08 |Aug-19
09 |Aug-26
10 |Sep-02
11 |Sep-09
12 |Sep-16
13 |Sep-23
14 |Sep-30
15 |Oct-07
16 |Oct-14
17 |Oct-21
18 |Oct-28
& Each session =2.5 hours of instruction / day. Each school day may consist of 2 sessions.
Principal's Signature

Enter in the district name and number, the building name and number, the schedule code and a

year round track code, if necessary.

a) Kindergarten Scheduling Codes

In Idaho, there are a wide variety of schedules for Kindergarten. Using the Kindergarten
Numbering System, select the schedule that reflects how your kindergarten students are attending
classes. A separate report must be completed for each schedule within a building. Each session
must be at least two and a half (2 ¥2) hours of instruction per day. It is possible to have two (2)
sessions of kindergarten for each day, with a possible total of ten (10) sessions for the week.

Note: The number of classrooms running in the a.m. and p.m. sessions does not affect the
number of sessions you report. The number of students will be reflected in the aggregate
attendance amount rather than the number of sessions.




# 1 Kindergarten Schedule -A.M. only-Everyday

The same students attending every day for the morning session only. indicate K-Schedule

code 1

K - Schedule Code J 1

Indicate a.m. sessiogs for all five days for each week . . —

Place an " inthe Mon | Tues | Wed | Thur | Fri - -
applicable boxes \ Kindergarten Schedule Murnbering System
Week 1 am b b b A b 1) Al only - every day 41 WMWY, every other F (2 sessions/day)
jalid 21 PM only - every day 41 T,Th, every other F (2 sessions/day)
Wk 2 am = b b * x 3) Wk 1 - MMW.F and 6] ANt & PM (full day) - every day
pm Wk 2 - T, Th 2 sessions/day) 7 & above) all other schedules
<<< A separate form must be completed for each schedule within a building. >>>
KINDERGARTEN
WEEK | DATE MNUMBER OF EMERGENCY CLOSURE WACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTENDANCE
11 |Sep-09 50 0 0 100
12 |5ep-15 50 Y. 0 0 a7
13 |Sep-23

The combined maximum number of sessions is 5

# 2 Kindergarten Schedule -P.M. only-Everyday

The same students attending every day for the afternoon session only. Indicate K-Schedule

code 2
Indicate p.m. sessions for all five days for each week - K - Sehedule Coda >
Place an "X" iNpe Mon | Tues | Wed | Thur | Fri
applicable boxes> Kindergarten Schedule Numbering System
Week 1 am 1) AM only - every day 4) M,W, every other F (2 sessions/day)
pm X X X X X 2) PM only - every day 5) T.Th, every other F (2 sessions/day)
Week 2 am 3) Wk 1-M,W,Fand 6) AM & PM ((full day) - every day
pm X X X X X Wk 2 - T, Th (2 sessions/day) 7 & above) all other schedules
<<< A separate form must be completed for each schedule within a building. >>>
KINDERGARTEN
WEEK | DATE NUMBER OF EMERGENCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTENDANCE
11 |Sep-09 5.0 0 0 100
12 |sep-16 5.0 ™\ 0 0 97
13 Sep-23

The combined maximum number of sessions is 5

# 3 Kindergarten Schedule-Alternating Days/Week-(week 1 Monday, Wednesday, Friday
and week 2 Tuesday, Thursday, 2 sessions day)

The same students attend both the morning and afternoon sessions on alternating days
and weeks.

Indicate K-Schedule code 3

e

Indicate a.m. and p.m. sessions on alternating days and weeks

Yr-rnd Track Code K - Schedule Code 3

Flace an "< in t\h}\il\ﬂon Tues | WWed | Thur | Fri - -
applicable boxes Kindergarten Schedule Numbering Systern
Waek 1 am i i i 11 Al anly - every day 41 MW, every other F (2 sessions/day)
pm hd hd hd 21 Phl anly - every day 4) T,Th, every other F (2 sessions/day)
\Wogk 2 arn b b I Wk 1 - MW and 6) Aht & PM (full day) - every day
prm ¥ ¥ Wk 2-T, Th (2 sessions/day) 7 & above) all other schedules
<<« A separate form must be completed for each schedule within a building. »>»»
KINDERGARTEM
WEEK | DATE NUMBER OF EMERGENCY CLOSURE WVACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTENMDANCE
11 [Sep-03 5.0 0 8] 120
12 |Sep-16 40 w 0 0 g0
13 |Sep23 5.0 W 0 0 119

The combined number of sessions will alternate between 4 and 6
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# 4 Kindergarten Schedule-Monday, Wednesday and every other Friday (2 sessions day)
The same students attend both the a.m. and p.m. sessions on Mondays, Wednesdays and
every other Friday.

Indicate Mondays, Wednesdays and every other Friday

\

¥r-rnd Track Code

Indicate K-Schedule code 4

K - Schedule Code 4

Place an"x"in the \ Maon | Tues | Wed | Thur | Fri - -
applicable boxes. Kindergarten Schedule Numbering Systermn
Wesk 1 arn % *® *® 1) AM only - every day 41 MW, every other F (2 sessionsfday)
prm X b b 21 PM only - every day 3] T,Th, every other F (2 sessions/day)
ook 2 am A b 3 Wk 1 - MW F and 6) Al & PM (full day) - every day
prm kS % Wk 2-T, Th (2 sessions/day) 7 & above) all other schedules
<«<< A separate form must be completed for each schedule within a building. >>>
KINDERGARTERM
WEEK | DATE NUMBER OF EMERGENCY CLOSURE WVACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTEMDAMNCE
11 |Sepia 5.0 & i 0 120
12 |Sep-16 ENAN 0 0 50
13 |Sep-23 5.0 0 0 119

N

The combined number of sessions will alternate between 4 and 6

# 5 Kindergarten Schedule-Tuesday, Thursday and every other Friday (2 sessions day)
The same students attend both the a.m. and p.m. sessions on Tuesday, Thursday and
every other Friday.

In filling out of the attendance report for schedule #5 you will indicate only Tuesdays, Thursdays
and every other Friday, enter Kindergarten schedule code 5 and the number of sessions will

alternate between 4 and 6.

# 6 Kindergarten Schedule-Full Day-Everyday (2 sessions day)
The same students attend both the a.m. and p.m. sessions, every day of the week.

Note: Do not use schedule # 6 if there is one group of students attending the a.m. session and
another group of students attending the p.m. session. Fill out two reports, one reporting
Kindergarten schedule # 1 and the other reporting Kindergarten schedule # 2.

Indicate all days, both a.m. and p.m.

\

¥r-rnd Track Code

Indicate K-Schedule code 6

T~

K - Schedule Code ]

Place an " in the \ Mon | Tues | Yed | Thur | Fri - -
applicable boxes. Kindergarten Schedule Numbering Systermn
Week 1 am | ® L ® ® 1) Al only - every day 43 MM, every other F (2 sessions/day)
prm * * * * * 2] PM only - every day §) T,Th, every other F (2 sessions/day)
Week 2 am | X X | X X 3 Wk 1 - MW and 6) Ahd & P (full day) - every day
pm i A i i i Wk 2-T, Th (2 sessions/day) 7 & above) all other schedules
<<< A separate form must be completed for each schedule within a building. =>>
KINDERGARTERN
WEEK | DATE NUMEER OF EMERGENCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTENDANCE
11 |Sep-09 10.0 ] 0 120
12 |Sep-16 1009 D 0 580
13 [Sep23 10.0 0 0 119

The combined maximum number

of sessions cannot exceed ten.
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b) Aggregate Attendance
Aggregate attendance is the cumulative total of students physically present that week. Report

aggregate attendance to one decimal place, rounding to the nearest .5. All attendance numbers
must end in .0 or .5.

Note: For kindergarten, attendance must be counted by session and there are no half-sessions (see
page 1).

Example 1: There are two classes of kindergarten every day in the morning with ten students
enrolled in each class. Assuming perfect attendance, aggregate attendance is calculated as
follows:

a.m. session Monday | Tuesday |VWednesday| Thursday Friday
Classroom 1 10 10 10 10 10 Total Weekly
Classroom 2 10 10 10 10 10 Aggregate Attendance
Total Daily

Aggregate Attendance 20 20 20 20 20 100

Kindergarten Attendance report for schedule #1 would be as follows:
Indicate K-Schedule code 1

Indicate a.m. sessions for all five days for each week - —
¥r-rnd Track Code K - Schedule Code 1
Place an " in th Mon | Tues | Wed | Thur | Fri - -
applicahle hoxes. Kindergarten Schedule Numbering System
Woek 1 am by by by by by 1) Al only - every day 41 WMWY, every other F (2 sessions/day)
prn 21 PM only - every day 41 T,Th, every other F (2 sessions/day)
Wesk 2 arn # # # # # 3 Wk 1 - MW F and 6] Al & P (full day) - every day
pm Wk 2- T, Th (2 sessions/day) 7 & above) all other schedules
<<< A separate form must be completed for each schedule within a building. >»>
KINDERGARTERM
WEEK | DATE NUMBER OF EMERGENCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTEMDAMNCE
11 |Sep09 5.0 0 0 100
12 |Sep-16 5.0 0 0 100
13 |Sep-23 5.0 0 0 100

Example 2: There are two classes of Kindergarten with ten students enrolled in each class. Each
group attends all day Monday, Wednesday and Friday the first week and all day Tuesday and
Thursday the second week. The same students attend both the a.m. session and the p.m. session
each day. Attendance is counted twice, once for the a.m. session and again for the p.m. session.
Assuming perfect attendance, the aggregate attendance is calculated as follows:

Count each class, for each session they attended.

YWEEK 1 4] Monday | Tuesday [Wednesday | Thursday Friday
a.m. session  [Classroom 1 10 10 10
Classroom 2 10 10 10
p.m. session  [Clagsroom 1 10 10 10 Tatal Week
Clagsroom 2 10 10 10 Aggregate Attendance
Total Daily
Aggregate
Attendance 40 ] 40 1] 40 120
WEEK 2 Monday | Tuesday [Wednesday | Thursday Friday
a.m. session  [Classroom 1 10 10
Classroom 2 10 10
p.m. session [Classroom 1 10 10 Tatal Week
Clagsroom 2 10 10 Aggregate Attendance
Tatal Daily
Aggregate
Attendance ] 40 ] 40 1] &0

12



Kindergarten attendance report for schedule # 3 would be as follows:
Indicate K-Schedule Code 3

Indicate both a.m. and p.m. for the days attended

Yr-rnd Track Code K - Schedule Code 3
Flace an " in the Mon | Tues [ Wed | Thur | Fri
applicable boxes Kindergarten Schedule Mumbering Systern
Wask 1 arn X b X 1) AM anly - every day 4) MW, every other F (2 sessions/day)
pr X b X Z) PM oanly - every day 5) T.Th, every other F (2 sessions/day)
Wask 2 arn X X 3 Wk 1-MWF and 6) Al & PM (full day) - every day
prm ks kit Wk 2-T, Th (2 sessions/day) 7 & above) all other schedules
<<< A separate form must be completed for each schedule within a building. >>>
KINDERGARTEN
WEEK | DATE MNUMBER COF EMERGEMNCY CLOSURE WACATION AGGREGATE
# SESSIOMNS SESSIOMNS SESSIONS ATTENDAMNCE
11 |Sep0a 60 w 0 0 « 120
12 |sep15 40 5 [ /w80
13 |Sep-23 6.0 0 0 ) 120

The combined number of sessions and the aggregate attendance will alternate from week to week.

Note: This schedule must be reported this way to get the proper average daily attendance
(A.D.A.) for each week. Dividing the aggregate attendance by the number of sessions (120
divided by 6) gives an average daily attendance of 20 for each week. With a kindergarten
program serving 20 students, the average daily attendance would be near 20, but never more than
20, for each week.

Example 3: There are two classes of kindergarten with ten students enrolled in each class. These
students are in class all day, every day. It is the same students attending both the a.m. session and
the p.m. session. The attendance must be taken for each session. Assuming perfect attendance,
aggregate attendance is calculated as follows:

4 Count attendance for each class in each session

WEEK 1 Monday [ Tuesday |Wednesday| Thursday Friday
a.m. session Classroom 1 10 10 10 10 10
Classroom 2 10 10 10 10 10
p.m. session Classroom 1 10 10 10 10 10 Total Week
Clagsroom 2 10 10 10 10 10 Aggregate Attendance
Tatal Daily
Aggregate
Attendance 40 40 40 40 40 200
WWEEK 2 Monday [ Tuesday |Wednesday| Thursday Friday
a.m. session Classroom 1 10 10 10 10 10
Classroom 2 10 10 10 10 10
p.m. session Classroom 1 10 10 10 10 10 Total Week
Classroom 2 10 10 10 10 10 Aggregate Attendance
Total Daily
Aggregate
Attendance 40 40 40 40 40 200

Kindergarten attendance report for schedule # 6 would be as follows:
Indicate K-Schedule Code 6

Indicate a.m. and p.m. everyday I \AT
Yr-rnd Track Code K - Schedule Code 5]

Place an "< in the Man | Tues | ¥Wed | Thur | Fri
applicable boxes. Kindergarten Schedule Murmbering System
Week 1 arn X X X X X 1) AN only - every day 4) MW, every other F (2 sessionsiday)
pm ® # ® # ® 2) PM only - every day ) T,Th, every other F {2 sessions/day)
Wagk 2 arn x A x A b 3 Wk 1 - MW F and 6) Ak & P (full day) - every day
pm b S b S b Wk 2 - T, Th (2 sessions/day) 7 & abowve) all other schedules
<<< A separate form must be completed for each schedule within a building. >>>
FINDERGARTER
WEEK | DATE MNUWMBER OF EMERGENCY CLOSURE WACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTEMDAMCE
11 |Sep-09 100 0 0 200
12 |Sep-16 10.0 \ 0 0 200
13 |Sep-23 10.0 0 0 200

The combined maximum numbers of sessions cannot exceed ten (10) 13



c) Emergency Closure and Vacation Days

Due to adverse weather conditions and facility failures and when school is not open due to
holidays and vacation. (see page 2) In kindergarten, report only those session(s) that would have
had students attending, but due to emergency closure or vacation days the session(s) were missed.

Note: Do not report attendance for emergency closure or vacation days. The Attendance and
Enrollment system will calculate the attendance on emergency closure days for each building.

Example 1: The kindergarten program runs on a schedule # 5 where they attend classes all day
every Tuesday, Thursday and every other Friday. On week 10, the week of September 2",
Monday was a vacation day for the Labor Day holiday and on Tuesday all classes where held as
normal. No sessions of kindergarten where missed. No vacation sessions would be reported.
The Kindergarten Attendance report would look like this:

Yr-rnd Track Code K - Schedule Code 5
Place an " in the Mon | Tues | WWed | Thur | Fri
applicable boxes. Kindergarten Schedule Numbering System
Wask 1 am * * 1) AM only - every day 41 MW every other F (2 sessions/day)
prn ki ki 21 PM only - every day 51 T.Th, every other F (2 sessions/day)
Wesk 2 am ® ® ® 31 Wk 1 - MW and 6] Akt & PM (full day) - every day
prm ® ® ® Wk 2- T, Th (2 sessions/day) 7 & above) all other schedules
<<< A separate form must be completed for each schedule within a building. >»>
KINDERGARTEN
WEEK | DATE MNUMEBER OF EMERGENCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTEMDANCE
09 |Aug-25 4.0 0 0 30
10 |Sep02 5.0 * 0 0 * 120
11 |Sep-03 4.0 0 0 50
Enter in all sessions attended No sessions where missed

Example 2: The kindergarten program runs on a schedule # 5 where they attend classes all day
every Tuesday, Thursday and every other Friday. The Friday that the kindergarten would have
normally been in session is canceled due to heavy snowfall. Since both the a.m. and the p.m.
sessions are canceled, two (2) sessions of kindergarten would be entered in as emergency closure
sessions. The Kindergarten Attendance report would look like this:

Yr-rnd Track Code K - Schedule Code 5
Place an " in the Mon | Tues | WWed | Thur | Fri - -
applicable boxes. Kindergarten Schedule Numbering System
Week 1 am * * 1) AM only - every day 4) MW, every other F (2 sessions/day)
pm S S 2] P only - every day 8) T,Th, every other F (2 sessions/day)
Waek 2 am * * * 3 Wk 1-MWF and 6) AM & PM (full day) - every day
prm X X X Wik 2-T, Th (2 sessions/day) 7 & above) all ather schedules
<<< A separate form must be completed for each schedule within a building. >»>
KINDERGARTER
WEEK | DATE MNUMBER OF EMERGENCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTENDANCE
28 |JanD8 40 0 0 g0
29-Jan |Jan-13 40 o 2 0 g0
30-Jan [Jan-20 40 0 I~ 0 80 —0u
< Enter the emergency closure sessions as 2
The aggregate attendance would be calculated as follows: Enter no attendance for
Friday. The system will
WEEK, 1 Wonday | Tuesday [Wednesday| Thursday Friday calculate the attendance
a.m. session 20 20 0 Total WWeek
p.rm. SEession 20 20 0/ | Agoregate Attendafice
Total Daily
Aggregate
Attendance 0 40 1] 40 1] a0
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Example 3: The kindergarten program runs on a schedule # 5 where they attend classes all day
every Tuesday, Thursday and every other Friday. The Friday that the kindergarten would have
normally been in session there is an early release. The a.m. session is held as normal, but there is
no p.m. session. The report would look like this:

Yr-rnd Track Code

K - Schedule Code 5

Place an"x" in the Mon | Tues | WWed | Thur | Fri - -
applicable hoxes. Kindergarten Schedule Numbering System
Week 1 am b A A 1) Al only - every day 41 MWW, every ather F (2 sessions/day)
pm hd A b 2] PM only - every day 9] T,Th, every other F (2 sessions/day)
Week 2 am b A 3) Wk 1 - MW F and 6] Ah & P (full day) - every day
pm X X Wk 2 - T, Th (2 sessions/day) 7 & above] all other schedules
<<< A separate form must be completed for each schedule within a building. >»>
KINDERGARTEN
WEEK | DATE MNUMBER OF EMERGENCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTEMDANCE
11 |Sep-09 4.0 0 0 g0
12 |Sep-16 50 0 1 100
13 |Sep23 40K 0 N &0
Enter all sessions attended Enter in sessions missed
The aggregate attendance would be calculated as follows: Calculate no
attendance for
WEEK 1 Monday | Tuesday [Wednesday | Thursday Friday the p.m. session
a.rm. session 20 20 20" Tatal Weekd/
p.rm. session 20 20 0 Aggregate Attengénce
Tatal Daily
Aggregate
Attendance 40 40 20 100

d) Teacher Staff Development

Some teacher staff development may be reported as actual days in session (see page 2). When
reporting teacher staff development as a full day, always report the attendance as an average of
that week’s attendance and never as perfect attendance.

Example: The kindergarten program runs on a schedule # 5 where they attend classes all day
every Tuesday, Thursday and every other Friday. The Friday that the kindergarten would have
normally been in session there was a Teacher Staff Development day. The aggregate attendance
would be calculated as follows:

WEEK Monday | Tuesday |Mvednesday| Thursday Friday
a.m. sesgsion 19 20 1] Total YWeek
fLIN. SEESion 20 19 0 Angregate Attendance
Total Daily
Aggregate
Attendance 39 39 1] Fili
Divide the Week's total aggregate
attendance by the number of sessions 4
This becomes Friday's attendance for
each session missed _~ 194
WEEK 1 Monday | Tuesday |Mednesday | Thursday Friday, —
a.m. session 19 20 19.5 Total Wveek
p.m. session 20 19 1954 | Aggregate Attendance
Total Daily
Aggregate
Attendance 33 39 33 17
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The Attendance report would be filled out as follows:

Development as being in session

aggregate attendance

Yr-rnd Track Code K - Schedule Code 5]
Place an " in the Mon | Tues | Wed | Thur | Fri - -
applicable boxes. Kindergarten Schedule Nurmbering Systemn
Week 1 anm A i X 1) AM only - every day 4) MW, every other F (2 sessions/day)
pri * * * 2] PM only - every day 5] T,Th, every other F (2 sessions/day)
Week 2 anm % R 3) Wk 1- MW F and 6) Aht & PM (full day) - every day
pm i i Wk 2- T, Th (2 sessions/day) 7 & above) all other schedules
<<< A separate form must be completed for each schedule within a building. >»>
KINDERGARTER
WEEK | DATE MNUMEBER OF EMERGEMNCY CLOSURE VACATION AGGREGATE
# SESSIONS SESSIONS SESSIONS ATTEMDAMNCE
11 |Sep03 40 0 0 80
12 |Sep-16 60 « 0 0 o 117
13 |Sep23 40 0 0 /" 80
Report the Teacher Staff Enter the calculated

Note: Always report attendance for a teacher staff development day as the average attendance of
that week, never as perfect attendance. Report aggregate attendance to one decimal place
rounding to the nearest .0 or .5. All attendance numbers are to end in .0 or.5.

SDE Recommends; that all enrollment and attendance reports be reviewed for completeness and
accuracy by the district, before submitting them to the State Department of Education.
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2. Regular Attendance grades 1-12 Report.

IDAHO STATE DEPARTMENT OF EDUCATION District #

ATTENDANCE REPORT District Name

Building #

2002 - 2003 15T REPORTING PERIOD Building Name

Grade Group (check one):

1-3 4-6 712 ¥r-Rnd Track Code

[The above information must be completed ]

WEEK| DATE DAYS I EMERGENCY CLOSURE VACATION
# SESSION DAYS DAYS

AGGREGATE
ATTENDANCE

01 |Jul-01

02 |Jul-08

03 |Jul-15

04 |Jul-22

05 |Jul-29

06 |Aug-05

07 |Aug-12

08 |Aug-19

09 |Aug-26

10 |Sep-02

11 |Sep-09

12 |Sep-16

13 |Sep-23

14 |Sep-30

16 |Oct-07

16 |Oct-14

17 |Oct-21

18 |Oct-28

Report days in .5 increments. Report aggregate attendance to the nearest .5.

Principal's Signature

Enter in district name and number, building name and number, check the grade group the report is

for and track code, if needed.

Note: Only one grade group per form. If it is a middle school that serves 6"- 8" grade, two
forms will need to be fill out, one for the 6™ grade and one combinding the 7" and 8™ grades.

The year round track code is only used by those schools that have a year round schedule.

The number of Days in Session, Emergency Closures and Vacation Days must equal 5 each

week for regular attendance report for grades 1-12.

Example: Week 10, the week starting on September 2™, school was closed Monday for the Labor
Day holiday, then regular classes where held Tuesday, Wednesday and Thursday, but on
Thursday night the plumbing broke and flooded the building, school was canceled for Friday.

The attendance report for the week would be as follows:

WEEK | DATE | DAYS N |EMERGENCY CLOSURE]  WAGATION AGGREGATE
# SESSION DAYS DAYS ATTENDAMCE
09 |Aug2s 5 0 0 100
10 |Sep-0z 3 1 1 55
11 |Sep-09 5 T 4 __— 0 98

The combined days, must equal 5 for regular attendance grades 1-12
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a) Aggregate Attendance

Aggregate attendance is the cumulative total of students physically present that week. Report
aggregate attendance to one decimal place, rounding to the nearest .5. All attendance numbers
must end in .0 or .5.

Example: One student went home sick Friday afternoon, completing only 2/3 of the school day
and was there for less than four (4) hours, but more than two and a half (2%2) hours. That
student’s aggregate attendance for that day would be a .5. Calculate the week’s aggregate
attendance as follows:

Monday | Tuesday |WWednesday| Thursday Friday
Total 7th Grade 10 10 1 e 10.5 Total Wweekly
Total Sth Grade 9 3 9 8 8 Aggregate Attendance
Total Daily
Aggregate Attendance 19 18 20 17 18.5 825

b) Emergency Closure and Vacation Days

Due to adverse weather conditions and facility failures and when school is not open due to
holidays and vacation. (see page 2)

Example 1: Week 10, the week starting on September 2", school was closed Monday for the
Labor Day holiday, then regular classes where held Tuesday, Wednesday and Thursday, but on
Thursday night the plumbing broke and flooded the building, school was canceled for Friday.
Add together the total number of 7" and 8" graders for each day and then add together each day’s
totals to come up with the week’s aggregate attendance.

This is the number

Maonday | Tuesday [VWednesday | Thursday | Friday ou would enter
Total 7th Grade 0 10 11 10 0 Total Wyeekly %/nto the week’s
Total Bth Grade 0 7 4 8 0 Angregate Attendance] A
. ggregate
Total Daily o Attendan
Angregate Attendance 0 17 20 18 0 o5 endance.

Note: Do not report attendance for emergency closure or vacation days. The Attendance and
Enrollment system will calculate the attendance on emergency closure days for each building.

Example 2: The Friday before Christmas break early release is scheduled, the students are under
instruction for more than two and a half (2%2) hours, but less than four (4) hours that day. It

would be a half-day session and it would be calculated as follows: . )
Divide Friday’s aggregate

/ attendance by 2 for the half-day

Monday | Tuesday [YWednesday| Thursday Friday
Total 7th Grade 10 10 11 9 9 Total Weekly
Total Bth Grade 9 g 9 g 8 ¥ | Aggregate Attendance
17 Divide by 2
Total Daily
Agoregate Attendance 19 18 20 17 8.5 525
The attendance report would look like this:
WEEK | DATE DAYS N [EMERGEMNCY CLOSURE WACATION AGGREGATE

# SESSION DAYS DAYS ATTENDAMCE
24 Dec-09 5 0 0 100
25 Dec-16 4.5 0 0.5 82.5
26 Dec-23 0 0 5 0
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c) Parent-Teacher Conferences

Parent-teacher conferences are not included in instruction time or days of attendance. Parent-
teacher conference days are reported as vacation days with no aggregate attendance.

d) Teacher Staff Development

When reporting teacher staff development as a full day in session, report that day’s attendance as
an average of that week’s attendance and never as perfect attendance. Calculate the aggregate
attendance as follows:

Monday | Tuesday [Wednesday | Thursday Friday
Total 7th Grade 10 10 11 9 a Total Weekly
Total Sth Grade 9 8 9 8 0 Aggregate Attendance
Total Daily
Aggregate Attendance 19 18 20 17 0 74
Divide the week's total aggregate by
days in session 4
This becomes Friday's | —
aggregate attendance <4 185
Tatal Daily
Aggregate Attendance 19 18 20 17 18.5 925 w

The Attendance Report for this week would look like this:

WEEK | DATE DAYS N |EMERGENCY CLOSURE WACATION AGGREGATE
# SESSION DAYS DAY S ATTENDANCE
12 [Sep-16 5 0 o 100 ‘L
13 [Sep-d3 o ] o 925
14 |Sep-30 g 1] a 20

3. Regular Alternative Secondary School Report

State funding of alternative secondary school programs conducted during the regular school year
will be limited to those that enroll enough properly identified At-Risk secondary students to
insure twelve (12) or more full-time equivalent students for the school year (one full-time
equivalent is based on twenty-five (25) hours per week). A full-time equivalent At-Risk Youth is
a student (or combination of students) in attendance for Nine hundred (900) hours for grades 7-12
(excluding breaks, lunch hours, passing time, etc.) during the school year. To qualify for
alternative secondary school program funding, school districts shall make initial application upon
forms approved by the State Department of Education and must receive the approval of the State
Superintendent of Public Instruction. (1.C. 33-1002: 33-1002C:and 33-1002F)

Students attending Alternative Secondary programs must meet the definition of At-Risk in
IDAPA 08.02.03.110 to qualify for funding.
An At-Risk youth is any secondary student grade seven through twelve who meets any three of
the following criteria, subsection a through e or any one of subsection f through I.
a. Has repeated at least one (1) grade
b. Has absenteeism that is greater than ten percent (10%) during the preceding semester.
c. Has an overall grade point average that is less than 1.5 (4.0 scale) prior to enrolling in
an alternative secondary program.
Has failed one (1) or more academic subjects.
Is two or more semester credits per year behind the rate required to graduate.
Has substance abuse behavior.
Is pregnant or a parent.
Is an emancipated youth.

Se oo
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Is a previous dropout.

Has serious personal, emotional, or medical problems.

Is a court or agency referral.

Upon recommendation of the school district as determined by locally developed
criteria for disruptive student behavior.

—_— X -

Attendance for alternative secondary school programs is reported using an assigned building
number 491-495.

On the Alternative Secondary School Attendance by Course Report (the long form 14” x 8%2"),
report the total hours of student attendance per week for each teacher.

Example: The alternative secondary school serves 20 students on a 4 day a week schedule. The
students spend two hours a day in English and one hour a day in History, Math, and Science.
Assuming perfect attendance the Alternative Secondary School Attendance by Course Report
would be filled out as follows:

20 students
. spent 2 hours a
TEACHER'S NAME COURSE COURSE |WEEK 11 [wEEK 12|wieX 13| day for 4 days
TITLE Hours® | 9-Gep | 165 23.5ep |2 week.
T Jane Dos English 160 o 160 60| (20x2x4=160)
2Z|Jane Daoe History 50 &0 50 =0
3[John Smith hiath & E0 & a0
4|John Smith Science a0 G0 a0 80
5[4 1
/ TOTAL HOURS OF ATTERNDANGCE 300 400y 400
/ /

The total number of student
hours under instruction for
that week.

The total hours the course
is offered for the reporting
period.

List each course title
taught by each teacher.

List teachers for each
course they taught.

The Alternative Secondary School Attendance report (the short form 8%2” x 11™) would be filled
out as follows:

ALTERNATIVE SECONDARY SCHOOL
WEEK| DATE DAYS IM YVACATION AGGREGATE H?Zyés
# SESSION DAYS OF ATTENDANZE *
11 [Sep-0g 3.0 1.0 a0 /
12 [Sep-186 40 400"
12 [Sep-23 4.0 400

* Aggregate hours of attendance are from the Attendance by Course report.

Note: Do not report Emergency Closure days or Teacher Staff Development for Alternative
Secondary School. Do not count attendance for vacation days.

If the program normally operates only four days per week, treat each week as if the total number
of days includes only four days.

a) Alternative Secondary Night Schools

Alternative Secondary Night Schools will only report attendance for those students who meet the
definition of At-Risk in IDAPA 08.02.03.110. Simple credit recovery does not meet the
definition of At-Risk.

Alternative Secondary Night Schools will not report attendance for any students who attend a
regular or traditional high school for four (4) or more instructional hours during the day, these
student are already generating a Full Time Equivalency (FTE).
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Districts may and can charging a fee or tuition for this service for those students who do not meet
the definition of At-Risk. This is an additional service and not an extension of a state funded
education.

4. Summer Alternative Secondary Attendance Report

State funding for alternative secondary school summer programs shall be limited to those that
provide a minimum of two hundred twenty-five (225) hours of instructional time, (excluding
breaks, lunch hours, passing time, etc.). A full-time equivalent summer session At-Risk Youth is
a student (or combination of students) in attendance for two hundred twenty-five (225) hours
during the summer session. To qualify for alternative secondary school summer program
funding, school districts shall, prior to April 1%, make initial application upon forms approved
by the State Department of Education and must receive the approval of the State Superintendent
of Public Instruction. (1.C. 33-1002 (C))

Attendance for alternative secondary school summer programs is reported using building number
496-499 and is not reported on the regular school year building number. Use the summer school
program building number when reporting alternative secondary school summer attendance.

Summer Alternative Secondary reports are due one week after the last day of the summer
program.

Summer Alternative Secondary Attendance reports are filling out the same as the regular school
year Alternative Secondary School Attendance.

Do not count emergency closure days or teacher staff development days as instructional days for
the summer alternative secondary school program.

5. Juvenile Detention Center Attendance Report

To qualify for state funding of instructional programs at Juvenile Detention Centers, school
districts must apply for such funding on forms provided by the State Department of Education.
Applications are subject to the review and approval of the State Superintendent of Public
Instruction. Juvenile Detention Centers shall submit reports to the local school district, as may be
required. (1.C. 33-2009)

Attendance for juvenile detention centers is reported using the assigned building number of 915.
Each period, the detention center’s supervising teacher submits to the school district on the
Juvenile Detention Center Daily Attendance Report (the long form 14” x 8'%”) the name, age,
sex, and grade level of each student and the days of instruction provided. A day of instruction
consists of a minimum of four (4) instructional hours, which does not include lunch periods,
breaks, passing time, recess, etc.

On the Juvenile Detention Center Daily Attendance Report include only those days in which the
student is actually participating in an instructional program. Days in which the student is just
being housed in a juvenile detention center do not count as days of instruction.

On the Detention Center Attendance Report (the short form 11” x 8 2”), the total weekly
attendance days from the Juvenile Detention Center Daily Attendance Report are summarized
including the number of vacation days and the number of days in session in each week. The total
number of days in session and vacation days in the week must equal 5.

Note: Do not count emergency closure days as part of regular instructional days for juvenile
detention centers.
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Note: Summer Juvenile Detention Center are reported exactly the same as the regular Juvenile
Detention Center program.

Example: The week of September 2™, Monday is the Labor Day Holiday. No instruction was
held on that day, but the rest of that week classes where held as normal. The following is how the
Juvenile Detention Center Daily Attendance Report (long form) and the Juvenile Detention
Center Attendance report (short form) would be filled out:

JUWVERILE DETEMTION CENTER DAILY ATTEMDAMWCE REPORT: 15T REFORTING PERIOD 2002-2003

DISTRICT # DISTRICT MAME
BUILDING # 915 BUILDING MNAME
WEEK 10 | WEEK 11 | wWEEK 12 |
SEPTEMEBER Totsl Days
STUDEMT'S MAME: GRADE of
Last, First, Middle Initial aGE|sEx| LEvEL |2 |3 4[5 (6 (9 [0[11[12[13]16]|17]16|19]20 Instruction
1[Smith, John D 151 M a ORI R KRR 7
2|Doe, John 16| M1 10 WK K 3
3[Smith, Jane 131 F 7 LA RS RSN SR AR B
4|Doe, Jane 141 F 5] kA B 3
5|Doe, Frank 17 m] 1 LA ESR SRS 5
&[Smith, John S 1| 12 WiR 2
7
8
TOTAL DAILY ATTEMDANCE 2021213]3]2|2|2|3]2|1[1]2]2 29
TOTAL WEEKLY ATTEMDANCE
TOTAL ATTEMDANCE: 15T REPORTING PERIOD
Instructions:
Indicate a day of instruction by placing an X in the appropriate box.

IDAHO STATE DEPARTMENT OF EDUCATION
JUVENILE DETENTION CENTER ATTENDANCE REPORT

2002 -2003 This is the Aggregate
Attendance on the
DISTRICT # DISTRICT MAME short form for this
week.
BUILDING # 915 BUILDING MNAME /
JUVENILE DETENTION CENTER
WEEK DATE DAYS N VACATION AGGREGAT
# SESSION DAYS ATTENDA *
10 Sep-02 4 1 g »
11 Sep-09 5 12
12 Sep-16 5 3

* Aggregate attendance are totals from the individual student Daily Attendance Report.

6. Reporting Early Graduates

State Board Rules IDAPA 08.02.01 (350) states: Any high school student who completes the
number of credits and exiting standards required by both the state and the school district prior to
completing eight (8) semesters of high school work may petition the local superintendent and
board of trustees to graduate early. When calculating the aggregate average daily attendance for
the educational support program, students graduating from high school prior to the end of the
school year will have their first semester average daily attendance A.D.A. used to calculate their
attendance during the second semester of the school year.

On the building’s state enrollment and withdrawal report, leave the student(s) in the enrollment
and do not show the Student(s) as dropouts. Districts should calculate the student’s first
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semester average daily attendance (A.D.A.) for the time the student was in attendance. To find
out the student’s A.D.A. for the first semester, divide the number of days they were in attendance
by the actual number of days school was in session.

Example: Jane attended 70 days out of 75 days in session for the first semester. Jane’s A.D.A.
rate was 70 divided by 75, which equals 93%. For the remaining weeks of school, multiply 93%
by the amount of actual days of session to determine the aggregate attendance.

Calculated aggregate attendance, 5 days x 93% = 4.65

Round to the nearest .0 or .5, would be 4.5.

Add 4.5 to the buildings weekly aggregate attendance report.

WEEK | DATE DAYS N |[EMERGEMCY CLOSURE WACATION AGGREGATE
# SESSI0ON DAY DAY ATTENDAMNCE
12 [Sep-16 4 0 1 4
13 [Sep-23 5 0 0 <45
14 [Sep-30 3 0 2 3

Add this amount to the building’s weekly
aggregate attendance, for Jane.

Note: Always round to the nearest .5 and do not use perfect attendance.

Fifth year seniors who graduate early in the school year are not considered true early graduates.
Do not include their A.D.A. through the rest of the school year and do not show them as a
dropout.

7. Attendance for Graduates Released Early

The instructional time requirement for 12" grade students may be reduced by action of a local
school board for an amount of time not to exceed eleven (11) hours of instruction time. (1.C. 33-
512)

Districts should include in their attendance aggregate those seniors who are released early.
Report attendance as the average attendance of that week and never as perfect attendance.

Example: Graduation is held Wednesday night and the graduating seniors are not required to
finish the week. The seniors attended three days that week. The following is how to calculate the
aggregate attendance for that week:

WWEEK 48 Monday | Tuesday |'Wednesday| Thursday Friday Total Week

12th grade 11 12 14 0 0 Aggregate Attendance
Tatal Daily

Agaregate

Attendance 11 12 14 0 0 37

Divide the Week's total aggregate
attendance by the number of days in

SRE5I0NS 3
This becomesThursday's and
Friday's attendance | — 123

WWEEK 48 Monday | Tuesday |Wednesday Thursda*/ﬁmy Ly Total Weak

12th grade 11 12 14 123 123 Aggregate Attendance

Total Daily

Aggregate

Attendance 11 12 14 123 123 B1.6 ]

Always round to the nearest .0 or .5 B1.5 W This would
be the
. . . . aggregate

The Attendance Report for this week would be filled out like this: attendance

for the week

WEEK | DATE | DAVE IN |[EMERGENCY CLOSURE|  VACATION AGGREGATE
# SESSION DAYS DAYS ATTENDANCE
47 |May-19 5 0 0 520
48 |May26 5 0 0 B1.5 23
48 |02 0 0 0 0




8. Attendance for Border District Contract Students (I.C. 33-1403)

a) Students Between Idaho School Districts
Border district contract students between ldaho school districts. The receiving district may count
the average daily attendance of those transfer students in the building they are attending. The
sending district will not count the transferred students average daily attendance. (see page 2)

b) Idaho Students Out of State
Border district contract of Idaho students to a neighboring state, the sending district must submit
attendance and enrollment reports using the 990’s building number assigned for the border
contract, in order to have those students included in the calculation of the state funding formula.
(see page 3)

It is the district’s responsibility to collect, fill out and submit the attendance and enrollment
forms.

c) Out-of-State Students to an Idaho School District
Border district contract of a neighboring state’s student to an Idaho school district. The receiving
Idaho school district will not include those students in their attendance and enrollment reports.
The transfer students average daily attendance shall not be include in the calculation of the state
funding formula. (see page 3)
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Repaorting Period

Beginz Endz

1

2002 11052002

2

117472002 3TI2003

3

31072003 Gi27r2003

District # :

Building # :

Yr-Rnd Sch Track Code:

Enrollment and Withdrawal Report

IDAHO STATE DEPARTMENT OF EDUCATION
ENROLLMENT AND WITHDRAWAL REPORT
2002-2003

District Name:

Building Name:

Report Period:

<<< A separate form must he completed for each Year-round Track >>>

A B c D (AtBHC1D)
FIRST DAY OF SCHOOL MEWS ENROLLMENT
ENROLLMENT 2 RE-ENROLLMENT WITHDRAWALS DROPOUTS * Met Enrollment
GRADE {Complete for Period 1 Only) {(For Current Period) (For Current Period) {(For Current Period) {Period 1 Only)
Preschool
Kindergaren
First
Second
Third
Fourth
Fifth
Sixth
Seventh
Eighth
Minth
Tenth
Eleventh
Twelith
TOTAL
(all grades)

4 Preschool -6th: Include dropouts for these grades in Withdrawal column totals.
4 Tth - 12th: Total Dropouts must match the total number of student names entered as
dropouts on the Dropout/ReEnroliment Repart for the corresponding reporting period.
4 Net Enrellment: Equals (A+B)-(C+D0) Period 1 only. Must equal Ethnicity and Gender Report.

The records of a school district should substantiate the membership of students who have enrolled
and withdrawn from schools within the district. Accurate enroliment data is critical.

Principal's Signature

Enrollment reporting includes information relating to student enrollment, withdrawal, and
dropouts. The following are explanations of the various categories of information requested on
the enrollment form. Alternative secondary school and juvenile detention center enroliment is
also reported according to the following guidelines:

1. Each building will submit separate enroliment and withdrawal information. Do not
combine buildings on one form. Report only the grades instructed in the building.

2. Every student should be classified by grade level. In the case of students in an
ungraded program, assign each student to the grade closest to his/her age group.

. Report preschool information in the building in which the classroom operates, unless a

special exception has been communicated to the State Department of Education,
Public School Finance. Report only those preschool students that would be included
in the December 1 child count.

. Enter in District name and number, building name and number, (building name and

number must correspond with the name and number used on the attendance form. The
same name and number must be used throughout the year) the year round track code if
needed, and the reporting period.
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For the first reporting period only. Enter in the first day of school enrollment, by grade, in the
first column. In the second column, enter in all students who have enrolled after the first day of
school. In the third column, enter all students who have withdrawn from school since the first
day of school. In the end column, enter the net enrollment for the period.

Example: The district had 10 first graders, 9 second graders and 12 third graders enrolled on the
first day of school. Two weeks after the start of class 2 second graders and 1 third grader
transferred in to the elementary school. A week later 3 third graders and 1 first grader transferred
out of the school. Assuming this was all the activity for the elementary school for the first
reporting period, the enrollment form would be filled out as follows:

<<< Aseparate form must be completed for each Year-round Track >>>

A B [+ D (A+BHCHD)
ENROLLMENT MEW ENROLLMENT
{Cornplete for Period 1 & RE-EMROLLMENT YWITHDRAWALS DROPOUTS * Net Enrollment
Only) (For Current Period) (For Current Period) (For Current Period) {Period 1 Only)
Preschool
Kindergarten
First 10 1
Second 9 2
Third 12 1 3
Faurth
Fifth
Sixth
TOTAL
(all grades) I . A 4
All columns must total the detail
Example: Using the same elementary school. In the second reporting period, the school had 1

first grader transferred in and 1 second grader transferred out. The second reporting period
enrollment form would be filled out as follows:

<<< A separate form must be completed for each Year-round Track >>>

D

(A+BHC+D)

Met Enrollment
(Period 1 Only)

DROPOUTS *
(Far Current Period)

A B c
EMROLLMENT MEW ENROLLMENT
[Complete for Period 1 & RE-EMROLLMENT WITHDRAWVALS
Only) (Far Current Period) (For Current Period)

Freschool
Kindergarten
First 1
Second 1
Third
Fourth
Fifth
Sixth
TOTAL
(all grades) 1 x - 1

Only the activity that occurred in the second
reporting period is reported.

All enrollment and attendance reports must be reviewed for completeness and accuracy by the
district, before submitting them to the State Department of Education.
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Ethnicity and Gender enrollment information

The collection of ethnicity and gender, by grade, by building, will only be done on the first
reporting period. The ethnicity and gender counts will equal the enroliment of the first Friday in
November, which is the “net” enrollment.

To calculate net enrollment add first day of school enroliment to new enrollment for the
current period then subtract the sum of withdrawals and dropouts for the current period.

(Net enrollment = (first day + new enrollment) — (withdrawals))

Ethnicity will be reported, by male and female in the following five categories.

W -moommmmmeeeee White
B - Black
[ Hispanic
N - American Indian or Alaska Native
Pac -------------- Pacific Islander or Hawaiian Native
AS - Asian
<<< A separate form must be completed for each Year-round Track =>>>
A B c D (A+BHC+D)
FIRST DAY OF SCHOOL MNEWY ENROLLMENT
EMROLLMENT & RE-EMROLLMENT WITHDRAWALS DROPOUTS * Met Enrollment
GRADE (Corplete for Petiod 1 Only) (For Current Period) (For Current Period) (For Current Period) (Period 1 Only)
Preschool
Kindergarten
First 40 5 1 44
Second 36 1] 1 35
Third 39 2 1 40
Fourth 45 2 3 44
Fifth
Sinth
Seventh
Eighth
Net enrollment on Enrollment and Withdrawal report
must be the same as on the Ethnicity and Gender Report
Building # : 101 Building Name: Elermentary

Yi-Rnd Sch Track Code:

<2< A sfp

Report Period:

te form must be completed for each Year-round Track >>>

ALE STUDENTS

FEMALE STUDENTS

Grade

Net
Enrollment

pd

ack

Hispanic

Native
Arner.

Hawaiian/
Pacific
Islander | Asian

White

Black

Hispanic

Mative
Amer

Hawaiian/
Pacific
Islander

Asian

Preschool

Kindergarten

X

First

44

19

Second

35

16

18

Third

n K

19

2

Fourth

44

22

19

Fifth

| —

Slixth

Seventh

Eighth

Minth

The detail must

—

k
equal net enrol

Iment

Tenth

Eleventh

Twelith

Detail of Ethnicity and Gender Report must equal net enrollment. The net enrollment
must equal the net enroliment on the Enrollment and Withdrawal Report.
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I\VV. Dropouts Reporting

Dropout definition
Currently a dropout is an individual who was enrolled in school at some time during the previous school
year and was not enrolled as of November 1 of the current school year, and who does not meet any of the
following conditions:
e  Graduation from high school or completion of a state or district approved educational program, or
o Transfer to another public school district, private school, or state or district approved educational

program, or
e Temporary school-recognized absence due to suspension or illness, or
e Death.

GED recipients: A student who has received his or her GED from a district run or tracked program by
October 1 of the current year is not a dropout.

Transfers to another country: Transfers to another country are not considered dropouts at the local school
level.

1. Requesting Transcripts (I1.C. 18-4511, I.C. 33-209)

It is very important to request educational records upon receiving a new student transferring in from an
approved educational program. Within fourteen (14) days after enrolling a transfer student, the public or
private school shall request directly from the student’s previous school a certified copy of the student’s
records (I.C. 18-4511). Idaho Code 33-209 requires the sending school to send records within ten (10) days
of request.

2. Dropouts Over the Summer
Students who are not dropouts at the close of the previous school year but who fail to enroll by the next
November 1 are dropouts at the grade level they failed to report to, not the grade level they completed.

3. Consortium Alternative Schools
In a consortium alternative school that serves more than one district, the dropout is counted by the district
and school that is holding the student’s transcripts or permanent records.

4. Home-Instructed Students
Home-instructed students are not considered dropouts. This is consistent with national reporting standards
and Idaho Code 33-202.

5. Juvenile Detention Center
No dropouts will be reported in Juvenile Detention Centers.

If a student’s status is a dropout prior to being court ordered to a Juvenile Detention Center, that student
remains a dropout in the building that the student originally dropped out of. Example: Jack dropped out of
the High School in October and in November he is court ordered to the Juvenile Detention Center. After
his release he does not return to any school. Jack remains a dropout of the High School.

If a student’s status was not a dropout prior to being court ordered to a Juvenile Detention Center and that
student failed to return to school after being release, that student is a dropout in the building they failed to
return to. Example: Mary is a student at the Alternative High School and is court ordered to the Juvenile
Detention Center in October and in November she is released from the Juvenile Detention Center and failed
to return to the Alternative High School. She is a dropout in November when she failed to return to the
Alternative High School.
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6. Dropout Reports

All buildings containing one or more of grades 7" through 12" must submit a dropout report.

7. Reporting Date
The twelve-month dropout reporting period will be from the Monday following the first Friday in
November to the first Friday in November of the following year. Summer and first reporting period
dropouts will be reported with the first reporting period attendance and enrollment reports and are due one
week after the first Friday in November. For dropouts in the second and third reporting periods, they will
be reported with the second and third reporting period attendance and enrollment reports.

Dropout / Reenroliment Report

Reportng
Penod Legns | Ends IDAHO STATE DEPARTMENT OF EDUCATION Page __of
1 TER003| 117772003 DROPQUT | REENROLLMENT REPORT
| 11A02003) 252004 2004 - 2005
3 BI04 | enar e st GRADES T -12 ONLY
Distriet Number: Distiler Name: Ethaiciy:
— V- Wihde
Building Numbe:: Building Hame: = |8 Bl
. - | H- Hizpanic
fr-Bndd Track Code: Repont Period; 1 2 M- Amenican Indian orAlaskan Natve
[THE ABCIVE INFORMATION MUST DE COMPLETED ] 2|4 s
= P - Pacie slander
!
Last Hame g0 knownas | Firstrame || 3% 07 DI - e B ender| | Date | Date Dale:
1N w st Marny o £ § " imm Enralled | Cwopped | Reenrolled

imedddtyy) | (mmiddfeyd | dmedddiee)

(=1
ceern e ern] oeom fovimgl orirg # A

PLEASE PRINT OR TYPC
1
Fs
3
1

16

20

# [Pleaze complete all columns,
# Do not rpost shudients: who tramslies (o othes sehials Prancipal’s Sngalure:
# Tatal Dropouts must match total in Dropout column of Enro¥ment Repodt.

Fill in district number and name, building number and name, mark the reporting period and a track code, if
a year round school.

List each student for that reporting period by entering in the students full name and any nick names, their
date of birth, student id number, whether or not they where a member of one or more of the subgroups,
their grade level, their gender and ethnicity, and the dates of enrollment, dropout and if they reenrolled.
Note: Do not report social security numbers!

The reporting will be disaggregated by the following subgroups:

1) Economically Disadvantaged — identified through the free and reduced lunch program.

2) Students with Disabilities,— individuals who are eligible to receive special education services
through the Individuals with Disabilities Education Act (IDEA).

3) Limited English Proficient,— individuals whose native language is a language other than
English.

4) Migrant students

5) Homeless students
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Example 1: Tom Doe finished the ninth grade in June, but failed to enroll in the tenth grade in September.
There has been no request for transcripts, has not entered a private school and is not being home instructed.

The Dropout / Reenrollment Report would be filled out as follows: Are reported with the grade

level they failed to report to.

2 | B8 = |38 c
) Date of Birth Sl1eEc| s|2ES Gender| © Date Date
Last Name Also Known As First Name M.I. (mmiddyy) SSN LEP % cg; g g é _‘3 g Grade (mi) 2| Eenrolied Dropped
I|lgé 20 I mrddiyy) | (mmraaryy)
A [2]
0 W
N o] oy el vy
EASE PRINT OR TYPE
Doe | | gack Al emnosr | soi1aamn [ v I n] vy In] N | 10 | m [wlomeooa] or2i2004]
i - Enrolled and Dropped
Give complete name. Must fill in the pp

required fields. date would be the same

Example 2: Jane Smith has left school to be taught at home. She would not be listed on the Dropout /
Reenrollment Report, because Idaho Code does not consider Home-Instructed Students as dropouts.

Example 3: Jane Doe failed to show up for the first day of school, but enrolled two weeks later. She would
not be listed as a dropout, because at the time of the first reporting period report she is enrolled in school.

Example 4: John Smith dropped out on September 9", but reenrolled October 1. He would not be listed
as a dropout, because at the time of reporting he is enrolled in school.

Example 5: Jack Doe dropped out of school on September 29", but reenrolled on December 10".  He
would be reported on the Dropout / Reenrollment Report, because at the time of reporting he was out of
school. Report first reporting period as follows:

FIRST REPORTING PERIOD

>T = >
A N O = -
Last Name Also Known As First Name M.1. EZ::remodfd?)ilr;)h SSN LEP é E § _g é % g Grade G(emn/(:)er z Enrclvzljlztde Drzg;eed Reg::t:lled
2|38 2287 =\ mmidayy) | mmidaryy) | mmvaayy)
0 n w
2O 210 IZIN N I210) oY) If Applicable
PLEASE PRINT OR TYPE
1] Smith | Tom | Thomas |R]| emaos7 | s21111 | N [ N v In] N | 10 | m [wlonzo04] 922004 ]
Student ID number is acceptable as long as Enrolled Dropped Date
it is numeric and nine digits or less. Date
Report second reporting period as follows:
SECOND REPORTING PERIOD
23 £, :
. 3 83| ¢ =22 5
Last Name Also Known As FirstName | M.I. ?ﬂ;f;jx)h SSN LEP g §§ é Egé Grade G(er:%er - Ennﬁzt; Dr[f’)z‘peed Reg:rf”ed
T8 Zo I (mmiad ( yy) | (mmiddiyy)
* 0O w
[CZI01 219 CZINN [O21Y) ALY If Applicable
PLEASE PRINT OR TYPE
1] Smith | Tom | Thomas |R] emnos7 | so1111a | N [N v [n] N~ ] 10 [ m [w]omeo04] :M}zlllgjlo/2004
Be consistent, so that we know we are Enter the reenrollment date.
reenrolling the right student must be after the dropped date

Example 6: John Doe on September 12" drops out of the high school, but enrolls into the alternative high
school on September 28" and then drops out of the alternative high school on October 8". He is a dropout
at the time of reporting. He only needs to be listed on one building report for dropouts. He should be
counted in the building of last attendance. The only exception would be a student in a Consortium
Alternative School serving more than one district and then we suggest that he would be counted in the
home school.
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Example 7: John Smith left school on September 29" and his educational status is unknown at the time of
the first reporting period, but on November 10" a request for transcripts arrive. In the first reporting period
John would be listed as a dropout. In the second reporting period he would be listed with a reenrolled date
of November 10", for he is no longer a dropout and he will be removed from the first school district’s
dropout report.

Note: Only report students who are not enrolled at the time of reporting and fit the definition as a dropout.

Note: Reenrollment date is only entered to report a student who was reported in an early reporting period
as a dropout, but has since returned to school. Do not report a student who’s enrollment status at the end of
the reporting period is the same as it was at the start of the reporting period.

Note: Only report the activity that occurred in the reporting period being reported.
Note: Dropouts must be reported in First Day or New Enrollment of the enrollment report.

Summary of School Dropout Status

A Student Who: Is A Dropout?
(€] o [1 =1 =T OSSO No
Completed education program formally recognized by school authorities for students not addressing
graduation or school completion requirements (i.e., certificates of completion) ................... No
Was in membership only during summer following the school year
(not in membership DY definition) ... No
Left school after age 21, because district no longer is required to provide free
PUDBIIC BAUCALION ...ttt sb e et b e e sne e Yes
[ =T PSSP No
Has not graduated, completed an approved program, or died, and educational
SEALUS IS UNKNOWIN ...ttt sttt sttt sttt se et st sbesbeane e s e e et e neennenes Yes
Moved out of district or out of state and is hot known to be in school..............cccocvveevrrinnene Yes
Moved OUt OF the COUNLIY ..o No

Transferred to, and is in membership in:
a) Another public school in district, or public school system, in or out-of-state ......... No

b) Private elementary, secondary school, or home instructed, in or out-of-state.......... No

c) Early college (baccalaureate credit) admissions before receiving a high school

d) Adult education program in a post secondary school and has not obtained a
completion credential by OCIODEr 1 ........cccooveiiiiiiiiieire e Yes

Is in an institution that is not primarily educational (Army, corrections, vocational program) and not
considered a special SCNOOI dISTICL. ........ccoiiiiiiiii e Yes
Is in district and not in school due to:

a) Temporary absence because of illness:

i) Verified as 1egitimate .........ccoccvveiiie e No
ii)  Not verified as [egitimate ..........ccooviriiiini e Yes
b) Long-term absence because of illness and not receiving educational services
(e.g. residential drug treatment center, severe physical or emotional illness) ............... No
c) Absence because of disciplinary action:
i)  Suspended under conditions of Idaho Code 33-205..........ccceovviririniennne. No
ii)  Expelled under conditions of Idaho Code 33-205 .........ccccoeviinciniennnn Yes
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V. Emergency Closures
CERTIFICATE OF CLOSURE
Emergency Closures Reporting
2008 - 2009

Reporting Period
(1st period, 2nd period or 3rd period)

District # District Name

In compliance with I.C. 33-1003A, certify the cause and duration of each incident of emergency school closure.

= For each emergency closure, show the number of instructional hours missed for each grade grouping.

= If the missed instructional hours in each grade grouping for all buildings in the district where the same, then fill one line listing "All".
= |f the emergency closure was for 2 or more consecutive full days, show on one line the date(s) of the closure.

= Report instructional hours to 2 decimal place.

= Attach a copy of the school board minutes showing approval for each emergency closure stating the cause and duration.

Amount of
Kindergarten
Instructional
Hours Missed*

Amount of Grades|Amount of Grades|Amount of Grades
1-3 Instructional | 4-6 Instructional | 7-12 Instructional
Hours Missed* Hours Missed* Hours Missed*

.
Building Number. Number Cause for the
or if
District Wide All

Emergency Closure Date(s)

Please submit with the Attendance and Enrollment Reports.

Superintendent's Signature
*Be sure to reduce your instructional hours on your school calendars to reflect the closure.

The board of trustees shall certify to the state department of education the cause and duration of
such closures. Must be submitted on paper with a copy of the school board minutes, showing
each resolution, stating the cause of each emergency closure.

When school is closed, or if a school remains open but attendance is significantly reduced
because of storm, flood, failure of heating plant, loss or damage to the school building, quarantine
or order of any city, county or state health agency, or for reason believed by the board of trustees
to be in the interest of the health, safety or welfare of the pupils, the board of trustees having
certified to the state department of education the cause and duration of such closure or impacted
attendance, the ADA for such day or days of closure or impacted attendance shall be considered
as being the same as for the days when the school actually was in session or when attendance was
not impacted (I.C. 33-1003(a)).

Even if the school is closed, or remains open, the board of trustees may submit in writing, a
request to the state department of education, public school finance to adjust the day(s) of the
significantly impacted attendance. It must state cause and duration in the request.

What is not considered an Emergency Closure

The State Board of Education does not recognize a teacher strike or the withholding of service as
sufficient cause to declare an emergency closure (IDAPA 08.02.01, 200). Funeral service, state
athletic tournaments and construction delays are not sufficient cause to declare an emergency
closure.
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V1. Graduation Reporting

IDAHO STATE DEPARTMENT OF EDUCATION

GRADUATE REPORT
2004-2005
Cusinict & School District Mama
The purpase of tis réport is 1o colléct High School Graduats statistics for State and Faderal repors
Agpegate totaks | Totaks by gender Ragular Diplema Caertificats of Complstian
— | & wninct || [ R )] Amindr [Hawalan] o
BLOG SEHOOL MAME 25| B | 2| |3 o | - Eiack | Hisoon " | mciate | pacitc s | 24150 (S (1 e | Bk PSR i [ pacinc s | i
Male
Famal |
Maia |
F i
Male
il
[
Famala
Malg
Fums
[
Fama
[
Fomg
[
Fama
[ |
Fomais T
[ |
wmible
Total
HOTE:
EARLY ot e 20042005 schiool yrar; pie aury vty g aduate on this form.
Flaass adi any bulldings mot listsd that had gadusas.
0o N u.
* Economically disadvantaged - [dentified through the free and seduced luich pragiai, Supenetendont Signature

Regular Diploma

Include all those students who received a regular high school diploma in the current school year.
Do not forget to include early graduates. Do not include GED Certificates.

To be reported by building, by gender, by race/ethnicity based on six categories as outlined by
State Board of Education Rules Governing Thoroughness (IDAPA 08.02.03):

1) Black/African American,

2) Asian,

3) American Indian/Alaska Native,
4) Hawaiian/Pacific Islander,

5) Hispanic/Latino Ethnicity,

6) White.

The Graduation rate for AYP based on State Board of Education Rules Governing Thoroughness
(IDAPA 08.02.03) will be disaggregated, by building, by the following subgroups:

1) Economically Disadvantaged — identified through the free and reduced lunch
program.

2) Students with Disabilities — individuals who are eligible to receive special education
services through the Individuals with Disabilities Education Act (IDEA).

3) Limited English Proficient — individuals whose native language is a language other
than English.
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The federal reporting will be disaggregated by the following subgroups:

6) Economically Disadvantaged — identified through the free and reduced lunch
program.

7) Students with Disabilities, by gender — individuals who are eligible to receive special
education services through the Individuals with Disabilities Education Act (IDEA).

8) Limited English Proficient, by gender — individuals whose native language is a
language other than English.

9) Migrant students

10) Homeless students

Note: Gender/ethnicity should equal the total number of graduates. The other subgroups will not
equal the total number of graduates and no subgroup can be more then the total number of
graduates.

Note: Only the Students with Disabilities and Limited English Proficient subgroups will be
disaggregated by gender.

Certificate of Completion

Report those students who do not receive a regular diploma, but receive a certificate of
completion. Typically are the foreign exchange students. Do not include GED certificates.

Early Graduates

Early graduates are any students who complete and graduate prior to the end of the school year.
Typically, they are students who finish the needed course work at the semester break. These
students are part of the current school year’s graduating class.

Example: A student completes all needed graduation requirements in January and no longer needs
to attend school.

Note: In early graduate reporting all graduating students are reported, even if they are fifth or

sixth year seniors. Do not confuse this with attendance report of only true fourth year seniors
graduating early.

Summer Graduates

Report those students who complete and graduate during the summer following the end of the
regular school year.

Example: Students receiving their diplomas in July 2004 are part of the 2003-2004 school year.
Summer graduates are reported at the end of August.

Note: The same ethnicities and subgroups that are used for regular graduates are also used for
summer graduates.
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V1. Attendance and Enrollment Application Software

Application Installation

Load CD into the CD disk drive.
The following dialog box will appear:

Install Idaho Department of Education Attendance Program

Select Drive and Path

rrom: [

= o [MICROM

Install Attendance

[nztall bo oM DE

Carcel |

Click
Install to
start the
install
process.

Install application to default drive or browse your system network drive to install program where

appropriate.

If auto run is disabled on your computer, click on the icon “My Computer”, go to your CD-Rom

drive and click on “Setup”. This will start the install process.

BN Exploring - 020723_1130 [D:]

J File Edt “ew Go Favortes Toolz Help
S S o g | X ?
Back Farward Up Cut Copy Paste Undo Delete
Click on My JAeress I@ D j
Computer and o = T =
then the CD- olders Name ze ._l,lpe
rom drive §" Desktop = _I Julp2002 attendance =... Fil= Folder
' o My Computer | Program File
-2 3% Flappy (&) 5] Autorun Setup Information
: = w5 Files4 KB lcon
| E 3 1130(0:) w8 Setup KB Application
] Jul2002 attendance spstem -
1] | K |

|5 object(s)

|53.1KE

|§,! by Computer

|
4

Click on
Setup.
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Open “My Computer” or Windows Explorer and navigate to installed drive to find IDE location.

Open IDE Folder
and right click
“Attndenr”:

—_—

v
- | ‘ = | K
Back Foriiae Up Cut  Copp  Paste | Unde | Delele Propefies | Views
Address [ =l
HName [ Size [ Type [ Modified [

(£119936rad File Folder 08/31/2000 1214 PM

D 2000Grad File Folder 08/31/2000 1:15 PM

Micron (C:) (] Backup File Folder 09/20/2000 12:56 P
- D93 File Falder 09/25/2000 10:52 A4
[ File Falder 09/22/2000 11:01 &M
1de 3 My Documents My Documerts 07/26/2000 10:30 &M
File Falder (1 My Download Flles File Folder 02172000 12.53 P
Modified: LI My Music Fie Folder 08/17/2000 12:54 P
09/22/2000 11:01 AM I Novel File Falder 09/03/2000 10:20 A4
(1 Program Fies File Falder 07/26/2000 10:17 &M

[ windows File Folder 07/26/2000 322 AN

KB MS-DOS Batch Fle 09/01/2000 257 PM

KB OLD File 03/01/2000 2267 PM
92K8  MS-DOS Application 04/23/1995 10:22 P
KB Tent Dacument 07/26/2000 10:23 M

KB CFG File 09/29/2000 8:31 AM
11KE  Test Document 07/26/2000 10:26 &M
KB LOG File 08/03/2000 10:32 &M

KB Tesxt Document 07/26/2000 4:25 PM

Seandisk log 1B LOG File 09/23/2000 8:30 AN

[ |51 My Computer

Fle Edt View Go Favoites Hel
R 9 | X
Back Fotpa Up Cut  Copy FPate | Undo | Delete Fropetties | Wiews
Address [ Cone |
Name [ Size | Type [ Modified | -
@ o0t Fil: Folder 03/26/2000 11:27 &M
sl ile Folder
(1 dis5s File Fold 09/27/2000 11:45.AM
Ide\>m 4071KE  Application 07/30/2000 358 PM
[ ¥ Moo 140KE  Application 05/30/2000 7:42 PM
3 Vipkiun 25KB  Applcation 06/16/1988 12,00 AM
Attndenr.exe aregat SKE - CDX File 09/26/2000 3:04 &M
Application KB COX File 03/19/2000 4:23 PM |
Modifiod: SKB CDX File 09/19/2000 4:30 PH
07/3072000 3:58 P 5KB COX File 07/28/2000 12.50 PM
Sives 4.071KB 15KB  COMFile 09/19/2000 4:30 PH
oo 9B COX File 09/25/2000 3:28 PM
KB COX File 09/26/2000 B51 &M
5KB COX File 09/19/2000 4:30 PM
KB COX File 09/19/2000 4:30PM
5KB - CDM File 09/19/2000 4:23 P
KE COK File 09/19/2000 4:30 M
SKB - CDM File Q92742000 448 PM
53KB COXFie 09/19/2000 4:30 M
KB CDX File 09/19/2000 4:30 PM
KB CDX File 09/19/2000 4:30 M
BB CDM File 09/19/2000 4:30 PM
KE COK File 03/28/2000 3:28 P
KB CFG File /2501933 Budit PM
4KE DEFFie 08/26/2000 3.04 AM
4B DEFFie 09/19/2000 4:23PM
KE DEFFie 08/18/2000 4:30 P =
|21 My Computer
ew
= =X
Back Foiaid Paste | Undo | Delele Fropetlies | Wiens
| Address [ Cupe |
Name Size | Tupe Modfied -
[ [ [ [
fle Folder
Caoo1 File Fold 08/26/2000 1127 &M
(] disel55 File Felder 09/27/2000 11:45 AM
Ide 40710 Applcation 07/30/2000 3:58 PM
[ 38 Mproutil gl’e:v plication 05/30/2000 7:42 PM
3 VipGiun MESUED plication 06161953 12:00 AM
Attndenr.exe alregst N Neiare Copy % File 09/25/2000 %:04 M
Arplication st — % File 09/19/2000 4:23 PM
Modified: counties __ 50an for'Yiusss % File 08/19/2000 4:30 Fi W
07/30/2000 3:56 PM st Gend To y [ File
3/ 556 T X Fil 07/28/2000 12:50 PM
oo 4.071KE distict % File 09/19/2000 4:30 PM
fzet ropout | Cul % File 09/25/2000 3:28 PH
enolmnt | Copy X File 08/26/2000 8:51 AM
Sthricly  Craate Shorout X File 05/13/2000 4:30 PM
scpedl Doare % File 09/19/2000 4:30 PM
idattry A ile :
Eidatnd | Fename % Fil 09/19/2000 4:23 PM
periods = % File 08/19/2000 4:30 Fi
tegatind __ Properiss X File 08/27/2000 4:48 PM
SIKB  COX File 09/19/2000 4:30 PM
KB CO File 09/19/2000 4:30 PM
KB CDX File 08/19/2000 4:30 Fi
KB COXFile 05/13/2000 4:30 PM
KB COXFile 09/28/2000 3:28 PM
KB CFG File 08/25/1993 B:48 PM
4KB  DBF File 08/26/2000 3.04 A4
altsmiat KB DBF File 05/13/2000 4:23 PM
caunties KB DBF File 05/19/2000 4:30 PM =
[2.97mE by Computer
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Choose “Create Shortcut” and drag new shortcut to your “Desktop”. Rename Shortcut to
something meaningful for you.

NOTE: If you choose the default, please note the following backup procedures:

You can back up the whole application to a zip drive as it is all self contained within one
directory. If you do not have a zip drive, an alternative would be to back up the files: *.DBF,
*.CDX, *.MEM, *.FPT, as well as ATTNDENR.EXE. If a full recovery was then required,
reinstall from the original CD and then restore the above mentioned files. You could use WINZIP
and back up to diskettes. If you are attached to a network, copy the entire directory to a
networked drive periodically.

System Login

Your User Name and Password is “dist” and your district three digits number. Example: Boise
School District’s user name would be “dist001” and the password would be “dist001”.

There are no spaces and is not case sensitive.

i Attendance/Enroliment System

i Spstem Security E3

User Name:| dist193
Password: [ ==
Mew Password:
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You may change the Password. Enter your choice and click OK.

| Attendance/Enrollment System I [=]
1 System Security B3

User Name:| dist1 93
Fasswarg: | ==
Mew Password: | sgh4598

New Password

- . . Mew Password SGBE4538 has been entered.
confirmation: C“N Select OK.if this is desired.
OK if correct. : \:

Cancel |

§ bl e/ runllmesnl Syelmm

Click on OK

and Logging

H H vserbame[ ity
in... or hit enter et
twice NowPassword [

cancil_|

i Attendance/Enrollment System x|

Click yes.
Convert 3.0 resource file ta B.0 format?

B

1. Tool Bar Functions

\ Attendance/Enroliment Spstem i [=] 3
Erolment  &ttendance  Repots  Supporting Tables  [mport/Export Data  System Control
Control Optiong
(| 4|0 >||ngx|ﬂ+l
FIRST CLOSE
RECORD FORM
PREVIOUSE NEXT LAST ADD NEW CHANGE SAVE UNDO DELETE
RECORD RECORD RECORD DATA OLD DATA ENTRY RECORD

All the toolbar buttons have “Control Tips”: Hold the cursor on the button and an explanation will appear.

38




Entering Attendance

+ Attendance/Enrollment System =] B3

Attendance Hepoits  Suppoiting Tables  Jmport/Expart Data System Contiol

B Mtendance Pl Regular ttendance Entry/Updates

/ Eirative Regular Attendance
G 0 to Atte n d ance Alternative Summer Atendape
duverile Detention Aefdance

Esit |

Report Building ADAMd] Agareg Attendance
Report Kindergarten Building ‘wide 04
Fieport Districtwide ADAA) Aggreg Attendance
Feport Separate Combined Elementary

Fieport Best 28 Weeks

Go to Regular Attendance

d

Go to Regular Attendance

Entry/Update
Choose Regular Attendance Entry/Update
Clicking the “New” Control Button will enable the form for data entry.
Enables search and entry fields.
: Attendance/E nrollment System _[O] =]
Enrallment  Attendance HBeports  Supporting Tables  Import/Export Data  System Control
R el |n|>(|£||
: Ragular Attendance
. “ v Attendance Infa | fendanre Lt | TRl
Click the “New School Year [EiEl =~ Distict[183 ~| [MOUNTAIN HOME DISTRICT
button to enter auitding [ =] | Tracke [ | Period:[1 [o7/ma2000- 1170372000
new da.ta GTEUELEVE‘-lf:Kmderganen  Elem1-32 ¢ Elem 4-8 (‘Secundawl SChEdLHE'-I_

Sess |Emer [Wac.
Wik |Date |Days |Close

01 [o70z|[ oo
0z [oFno|[ oo
03 (071 7|[ oo

Sess Emer [vac. [Aggregate
Wyl [Date |Days [ Close

0.0 11 |09M1 0.0
0.0 12 [o@is([ oo
0.0 13 (0925 0.0

52
i
2
: 28
28

04 (07724 0.0 0.0 14 (10/02 0.0 0.0
05 |07731 0.0 0.0 15 1009 (| oo .
06 (0807 o0 0.0 16 HOAE||l oo 0.0

07 |08M4(l oo
08 |03131 0.0

0.0 17 (1023 0.0
0.0 18 [10i30 oo

0.0 IEIEI

0.0

EEEEEEEEE
EEEEEEEEE:

09 |08iz28

EBEBEEEBER
EBEBEBEBER

o

10 |o9foaff 0.0

Enter the school year, District, a Building, Track, Period and Grade Level.
If you choose Kindergarten, your K-Schedule code (1-9) is required.

Note: You will need to manually click on appropriate grade level, (otherwise the
program could possibly select the wrong grade level). After selection, the attendance
reporting fields will be open for data entry.

Tab to the first week of school and enter “Session Days”, “Emergency Closure Days” and
“Vacation Days”. All three fields must equal five days in sessions. The only exception is when

reporting kindergarten and alternative school sessions. Proceed to enter Aggregate Attendance.
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Mew Attendance E3

2)

{ Attendance/Enrollment System

Enoliment  Attendance  Beports  Supporting Tables  |mport/Export Data System Control

I [=]

|4\1|>\>||D§n><£”

! Regular Attendance [<]

Attendance Info

School Year:| 2001

Building:[ 105 ~] [WEST ELEMENTARY Track [ Period:[1 [a7/037:2000- 111032000

Atlenoance EE

REEpOnAni

District] 183 =] | MOUNTAIN HOME DISTRICT

Grade Level |(' Kir

@ Elem1-3 € Elem 3-8  Secondary | Schedule [

Sess |Emer |Vac, |Aggregate Sess
YWk |Date |Days |Close|Days |Attendance YWk |Date |Days
o1 [o703|[ 00 |[o0 |[oa|[ o0 11 [oan1|[ 00
02 o7n1o|[ oo [0 |[oa ([ oo 12 [oan8|[ 00
03 0717 [ 0o m W 00 13 |o925|[ 0o
04 [o7i2a ([ 0o m [0 00 14 [1omz|[ oo
05 [o731 ([ 00 m [0 00 15 [10ms|[ 0o
06 (0807 |[ 0.0 m [0 00 16 [1018|[ 0.0
o7 [oena|[ oo m [0 00 17 [1023|[ 0o
0 Jozizt || o0 |[oo f[on] [ 18 [1030{[ 0.0
09 [ogizs|[ 40 |00 |[Tol|[ 1200 oo
10 [ngme | [0 |[o0 00

[BEEEEEEE
EEEEHEEEE

Vac,
Days

oo [ oo
o

Do pou wigh to Add thiz
Mew Attendance’?

; Cancel |

Click “Save” Button.

Attendance Added B2

Click *OK” if
correct.

1)

‘

Attendance Information added.

Click the “New” button to enter another grade level or another building. Once all grade levels
and buildings are entered and saved, click the “Closed” button to move to other areas within the
software or to exit the software.

Click “Attendance List” tab. Enter year, district, building and track if appropriate.
Hit enter and the cursor will go to that record.

Clicking the “Attendance Info” tab will take you back to Enter/Edit form.
This menu is useful for purposes of: updating, deleting, locating and printing.

2) Each building
will be listed for
each grade level
and reporting
period that is
entered into the
database.

3) Move the
curser with the
arrow keys to
highlight the entry
you wish to
update or print.

\ Attendance/E nioliment System

Enmliment  Aftendance Reports

Suppoiting Tables  |mport/Export Data System Control

i [=] B3

|| ElEE =

=15 |

\ Regular Attendance

Attendance Info

view orady. | © YeaHDistBIdy Schvear:| 2001
" DistBldgifear

N

Attendance List

District: {193

Sch v [Ofst [Bida [ehool Mame Tric [Grade Level [Schd]rrN =
133 [103 |EAST ELEMENTARY SCHOOL Kindergarten[1 |1

2001 _|f93 [103 |EAST ELEMENTARY SCHOOL Elern1-3 1
2001|183 [103 |EAST ELEMENTARY SCHOOL Eler 4-6 1
2001 193 [104 [NORTH ELEMENTARY SCHOOL Kindergarten|[1 |1
2001 J[193 [104 |NORTH ELEMENTARY SCHOOL Elerr1-3 1
2001/ [183 [104 |NORTH ELEMENTARY SCHOOL Elar 4-6 1
2001/ [193 [105 |WEST ELEMENTARY SCHOOL Elern 1-3 1
200] [183 [301 |MOUNTAIN HOME SR HIGH SCHOOL Secondary 1

/

[

/

/
[
/

/

1

I

4) To see and update the information click the
“Attendance Info” Tab.

1) Enter the year, district,
building number and if needed
the track.

To print a report on the selected
entry click on the “Report Info”
Tab
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1 Attendance/Enrollment System

Enmoliment  Attendance  Reports  Supporting Tables  Impoit/Expoit Dats - System Contral

= =]

i Regular Attendance

Aftendance Info

Click the “Update”
button to activate the
form and tab to the
data you want to
update.

School Year: | 2002

| Attendance List

Report Info

Distriet[193 | [MOUNTAIN HOME DISTRICT

Building:[103 -] [EaST ELEMENTARY  Track [ Period:[1~ [07m2r2001 - 1170272001

Grade Level: | & Kindergarien € Elem1-3 € Elem 4-6 € Secondary | Schedu\e1|1_

Diate
0702

07i09
07TiE
07123
07i30
02i06
083
08i20
08i27
09/03

o
=

EEEEEEEEEE

Emer
Close

BEEBEEBERHE

BEBEBBEBBEBE
aleelldeld ol

Aggregate
Aftendance

115.0
180.0
140.0

ik
11

12
13
14
15
16
17
18

Date
08910

a7
09rz4
1001
10008
1015
10522
10/29

Sess

ST eleleleleTelel
EECEEEEEE

=1
o

LELS
Diayis

EEEEEEEEE

171.0
1820
177.0
179.0
1EE.0
1740
1720
1710

NEEEREEEE.

To activate form click on the “Update” button and update the information. Click the
“Save” or the “Undo” to enable the “Close” which will allow you to exit.

Entering Enrollment

Place curser on
Enrollment and
then click on
“Enrollment Entry
and Updates”

i Attendance/Enrollment Spstem
Enrollment  Attendance  Reports  Supporting Tables  Import/Export Data System Control

Enrollment Entry and Updates

Enrollment Beports

Exit

IM[=1E3

Choosing Enrollment Entry and Updates opens the enter/update screen.
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i Attendance/E nroliment System =] B
Enmolment  Attendance Beports  Supporting Tables  |mport/Export Data  Spstem Control

TIRA R e =

i Enrollment Information

E IIInfol Enrall. List | Drop Outs | Drop Qut List | Enroll. Recap | Eeport Info
Click on the “Add New e I N v
Data” button to activate Building: [ )| Track:l_ Fermd:l_l—
the form Grade 1E?r§lﬁy Er?:;ll \é)\‘:;r\ll;als Grade 1E?r§lﬁy II;Irl?xll \é)\‘:;r\]p;rals gﬁsp
P I o | o | o e e | o |
U N I I s [T o | o[ o |[ o
N IR N A L | |
s (Co T | || v |Co T2 |
s T oo ol 2| o o|l o | o
s s 9| @
s [T o | o |[ o |[|me [ o| o[ o|[ o

Click the “Add New Data” button to activate the form.
Click the “Save” or “Undo”, this will enable the “Close” and allow you exit.

Save Undo

| Attendance/Enroilment System

Erralment  Attendance uppditing Tables  [mport/Export Data System Contral

|4|1|D|N| | Mln XlE”

1 Enroliment Information
Enrall. Info | EnrollF List | Cropioits | Drop GubhEd | Enrall Reoan | Eepot(ni
School Year:| 2001 Dlsmﬂ|193 j IMOUNTAIN HOME DISTRICT

Track [ Pariod[1 [a73r000- 117032000

Mew With- Drop

Enter the building
number or select i

from the drop o
down list.

g1 |ATLANTA ELEM-JR HIGH SCHOC

103 |EAST ELEMENTARY SCHOOL

604 (HACKER MIDDLE SCHOOL

101 |LIBERTY ELEMEMTARY 0

201 [MOUNTAIN HOME JUNIOR HIGH

201 |MOUNTAIN HOME SR HIGH 8CH = o
a
1}

LI
L

®m o e oW o = X

Enter the year (2003 for the 2002-2003 school year) in the Year field, tab and select
the district, tab and select a building,(the drop down listing is also available) tab to
select Year Round Track, (if appropriate to school district), tab to select correct
Reporting Period, (1,2 or 3).
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i Attendance/Enrollment System 8 =] 5

Envoliment  Aftendance Repotts Suppotting Tables  Import/Export Data  System Control

|4|<|>\>||Dgn><£”

Enroll. Infa | Eriroll LE | Do LS | Drop GUHLEY | Eriroll Resan: | Reportiin
Schnn\YearW D\str\ctmlm
Building mlm Track: I_ F‘enud.|1_ lm

1otDey |New  |win- You must enter in the
e e e totals and it must equal
k(o[ o || =8 the detail.
ol s ol e
: (ol o[ ol ||
3 o [ o | o 1
OO | | N A
s r=ireire
6 |_n |_n |_n Tatal

Enter your enrollment data. Total line must equal the detail entered in each column.
This is a manual entry, the program does not calculate this number.

If you enter the wrong total, the program will double check your calculations. If the
number you reported is incorrect, an error message will appear and the program will
instruct you to fix appropriate column totals.

i Attendance/E nrollment System H[=] B
Enolment  Attendance  Feports  Supporting Tables  |mport/Export Data System Contiol

|<|<\>|>||Dn><£||

: Enrollment Information =]

Enrall. Infa | Enrollb Lzt | Driop Gtz | DCorery GE LS | EnrollbRezan | EEnatimi

School Year:| 2001 District| 193 ¥ | | MOUNTAIN HOME DISTRICT
Building:| 103 ~| | EAST ELEMENTARY Tfaﬁk'l_ Parmd'IT 07/032000- 11/03/2000

Click the save button

PICoF ool 7 Tl ol ol o
2 (T s | || [ o ol ol o
s [T o+ (|| ool ol o
s [T s (2| ool e[ o
s (ool o

o o o |[ o ||t [ oo s |[ 3 | o

Click the “Save” button to recorded the entered data.

Mew Enrollment x|
Do you wizh bo Add this
Mew Enrollment?

Cancel |

Enroliment Added

If your entries are

correct, click OK to @ Enrallment Infarmation added.
add data to the \

enrollment database.

Confirmation of data added. Click “OK” and the “Close” buttons will be enabled. At
this time you may choose to add Enrollment information for another building or close this
form and perform another operation.
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| Attendance/Enroliment System M=
Enolment Aftendance Reports  Supporting Tables Import/Export Data  System Confrol

i e v | [ ] o o

To exit a report, click

! Enrollment Information the “Close” button. Go
{"Enrail, infa | Enrall. List | Drop Outs | Drop Dut List | Enroll. Regap | Report Infa to the “Attendance"
schoolYear[ Distet] [
Building l_L”— Tratkl_ Fenudl_l— menu to enter .
15tDay |New |with- 1stDay |Mew |with- Drop attendance or to exit the
Grade | Enroll. [ Enroll [Drawals | | Grade |Enroll | Enroll (Drawals | Outs
P irelreir=| r reireir= = program.
K (oo | o I | R | T I
T\ oo |l e s (o | 0|l o |[ o
: o ||l o w |To e || o
I R | I noT o [ e [ o ([ o
¢ o[ o |l o 2 |\ e [ o | o | o
s (o | ol o
s o [ o | o || [ B 0 B

: Attendance/Cniollment System

Ervcliert Allerdance  Hepos  Suppodng Labkes  [mpo/Expoil Data Syshess Conteol

| o ) R s ]

@IEMMGN|::--: | 1af sl: 0] |::-: ‘s'--] Rl

Behool Year:| 2004 Disinct{ o0 =] [ HOUNA JOINT DISTRICT
Building [101 =] [FREMONTH TeED € Track [ Period[v [DGr0io0s- 1107003

15Dy |Hiw Wil 15 Dy | Mirwe [ With- Diop
Grade | Enroll. | Enroll, | Drawals | | Grage | Enroll | Enrcll |Drawsls | Outs

Enter in 1% day
enrollment, new

O N | | e

enrollment and il ===

withdrawals i e FEiEE The total must.
N | A | equal the detail of
N N O | | I th d
<= || 2 |a | = L e gra e
) [ information
I R AT | | | 2

1. Ethnicity and Gender Report

Once the enrollment information is entered, click on the “Eth/Gender” tab and enter in the

ethnicity and gender detail for each grade. The ethnicity and gender counts must equal the net
enrollment for each grade.

+ Attendance/E nrollment System = |=2] ]

Enoliment  Altendance  Graduations Repoits Supporting Tables  |mpot/Export Data S pstem Cantiol

|1 v Dledw| <o %] B

Save icon :
i Enrollment Information x|
Enrall. Infa E‘thEHUET | Enrall. List | Drrap Outs | Drop Qut List | Enrall. Recap | Report Info
ch\‘r’ear'lggm District {4232 Building: | 501 Track'l_ Fer\nd'|3_
Net enrollment for eaCh E Wale Students Female Students

Grade | Enrall. w B H N Pac As W B H N Pac As

grade is displayed here and Pl |erererelere|ererelz The detail of gender

can only be changed by

K 0
going back to “Enroll Info”/ g o
tab and changing either the s =
1% day enrollment, new s =
enrollment, withdrawals or -

and ethnicity for
each grade must

for that grade.

dropouts.
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After entering information on both the enrollment information form, and the ethnicity and gender
form, click the “Save” icon on the tool bar.

Hew Enrollment x|

P ) Doyou wish to Add this
~ Mew Enrallment?

. Enroliment Added
If all details equal e

0ta|S the new \il) Enrallment Information added
enrollment box
appears. Click OK. ]

Click Ok

Click on the “New Form” icon on the tool bar to enter in the next building or click on the “Exit”
icon on the tool bar to access attendance or exit the program.

There are three types of enrollment error messages:
1) Totals not equaling detail on the enrollment information form

W _p e e

SO )
Building:[104 =] [FREMONT HTEED £ Track: Period:[1 [06/30/2003 - 1110712003
Total for each column must I

- M With- 15t D M With- D
add up to the detail from each Envall, |Drawals | | orage | Enrel, |Emall. |Drawals | Oute
grade.

First Day Error

First Day Taotal does nat
equal First Day detail

T
] A
1 7T

Total A1

Note: 1% day enrollment is only entered in the first reporting period and are those students who
are signed up for the first day of school. In the second and third reporting period enter in only
those students who are new to the building during the reporting period or whom withdrawal from
the building during the reporting period.

2) Ethnicity and gender detail enrollment from the ethnicity/gender enrollment form does
not equal net enrollment from the enroliment information form.

TS pAvIey E T e L e )

The ethnicity and gender detail must

equal the net enroliment from the Grade E::oll_ L hglaleS't_'udeanJS Pac  As | W Fegnalegtudergts Pac  As
enrollment information form ool el o[ ool o el ol
e e B B

Enrollment Error 0 I—DI—DI—DI—DI_DI—D
@ Ethricity/Gender Enrallment of 0 far Grade z E I_DI_DI_DI_DI_DI_D

4 does not match Net Enralment of 26 3 0 [ o[ o[ a[ 0

P o o A

s = |EEEEEE|EEEE R

3) Withdrawals exceeding enrollment for a grade. This error message does not tell you
which grade the withdrawals exceed the net enrollment. The system keeps a running net
enrollment for each grade in a building and any time that data is entered that would cause the net
enrollment to fall below zero, the system gives this error message. Each grades 1" day
enrollment and all new enrollment for each reporting period minus the withdrawals and dropouts
for each reporting period must be equal to or greater than zero.
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First period net enrollment was 26; second
period new enrollment was 3, withdrawals for
the second period was entered as 30. There

are too many withdrawals for enrollment.

Enrollment Error

‘Withdrawals cannot
exceed Enrallment

suiding:[104 | [FREMONTHTEEDE Track | Period:[2 [11/1012003- 03105720

1st Day
Enrall.

K
1
2

1stDay | Mew Wyith:
Grade | Enroll.  [Enroll. |Drawals Grade
Nl el el
==
s o= || s
o [ o [ o || 10
3 % o ([0 ||
+ o g‘ﬁ 12
s T | 2+
8 I—u I—u I—u Total

RN

Mew
Enrall

EEEEEN

With-

Drawals

EEENEN

Crrop
Quts

EEEEEN

o

o

w
=

o

Example: If first period net enrollment was 26 and the second period new enrollment was 3 and
the withdrawals for the second period was entered as 30, the net enrollment for the second period
would be a-1. Since it is not possible to have negative enrollment, the system generates the error
message that withdrawals cannot exceed enrollment. Previous reporting period’s enrollment for
each grade must be checked to find the error.

Note: Net enrollment can never be less than zero. Net enrollment is the sum of 1% day enrollment
plus all new enrollment, minus all withdrawals and dropouts.

Too update or check enrollment once entered and saved, click on the “Enroll. List” tab, click on
the gray box to the left of the building and period to highlight. Then click on the “Enroll. Info”
tab to view the information and then click on the “Update” icon on the tool bar to access form for

updating.

1 Attendance/Enrollment System

Enrollment  Attendance Heports  Supporting Tables  Import/Ewport Data  Sustem Contral

(=[]

IR EE

1 Enrollment Information Ed

Enrall. Infa | Eth/Gender  Enroll. List |Qr0p Outs | Drop Qut List | Enroll. Regap | RBeport Info

Vigw Order * Y?arJ‘D\sU’EHdg SchYearIzUUU District: Building:
¢ Dist/Bldgfvear Track:l_ F‘eriod:l_
Sch¥r [Dist [Bldg [School Name [Trk |Prd [1st Day Enr |Wew Enr [WithDrw |Dropout | =
2003 (003 (916 |[WORTHWEST CHILD) 2 1} 2 2 1]

First highlight building

and period then, click

A

on Enroll. Info tab t

2003

003

eali)

MORTHWEST CHILD

3

0

0

0

003

104

FREMOMNT H TEED El

1

51

7

0

bring up enrollment

information

|

o

Once updates have been entered click on the “Save” icon on the tool bar.

Update

D Doyou wish to save
'--"/ your updates

Cancel |

Click OK to
save updates

\lj) Fecord updated
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Reports
1. Attendance Building Report

The “Report Info” tab is useful for the primary purpose of printing out attendance reports
as they are process. After you are finished entering Attendance OR Enrollment, it is most
logical to go to the “Report Info” tab. Select “Continue with Report” and this will allow
you to have a running printed copy of your entries. Review the reports for errors in data
entry and average daily attendance (A.D.A.). The A.D.A. should be similar from week to
week.

i Attendance/Enrollment System —[Ofx
Enrollment  Attendance  Reports  Supparting Tables  Import/Export Data  System Control

10 o | o

Attendance Infa | Aftendance List

Schl Year: | 2001 District {153 Building: |103 Track'l_
Grade: | kindergarten Schedule |1_

For individual attendance
reports click on the “Report
Info” tab and then “Continue
Report” button.

This reports attendance informati 'y week for the DistrictiBuildingTrackiete as shown ahove
which is the districtibuilding ) en from a previous screen. Information for the entire year will
be reported including Al 5 well as tatals forthe year.

Caontinue with Repart

To print out all buildings in a district or all reports in one building, go to “Attendance”, “Regular
Attendance” and then to “Report Building ADA/Adj Aggreg Attendance”.

i Attendance/Enrollment System

Errollment | Attendance Graduations Reports  Supporting Tables  Import/Export Data System Control
Beagular Attendance Beaular Attendance Entry/Updates

Alernative Regular Attendance 3 = = s
Report Kindergarten Building \Wide ADA
Alternative Summer Attendance L4 Repart District-wide ADA/Ad] Aggreq Attendance:
S — ,  Flepot Separate Combined Elsmentaiy
Report Best 28 Weeks
Surmmer Juvenile Detention »
Edit ADA High/Low Yariances for Regular Schools
Ezit Edit AD& ta Enrolment fior Regular Schools
) Attendance/Enroliment System == E

Enmllment  Attendance Gradustions Repoits  Supporting Tables  Import/Export Data  System Contiol

i Report Regular School Buildings ADA/Adjusted Aggregate Attendance o [=] B3 I

School Year:| 2008 Cnly report info thraugh this period(1-3;. Blank raparts aupenods:||_ To print all bU|Id|ng reports
] cr for the district select the

By Urtag Al d|§tr|ct and click “Continue
with Report”.
id|

ADMIMISTRATION BUILDING o1 = ; ; A
CENTRAL ELEMENTARY SCHOOL 101 | TQ prmt asingle building

BUIIHInG(S):| KERSHAW INTERMEDIATE SCHOOL 102 niag Al “
SUGAR-SALEM HIGH SCHOOL o T —— click fl.rSt on the Onl.y
SUGAR-SALEM JUNIOR HIGH SCHOOL 201 ] report info through this

period” box to activate the
This reports each weeks attendance showing the ~Monday Date, Days in Session, Emer. B H -
Closure Days, Vacation Days, Aggre D4, and Adjusted Aggregate Attendance. Each bUIldIng(S) list and then

building within the distget ed will he répm‘ted. Select the bUIldIng(S) and
Continue with Report | Exit | C"Ck “Continue Wlth
Report”.
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2. Edit Reports

a) Edit Report for ADA High/Low Variances

This report looks for calculated weekly ADA highs and lows that are above or below the
average ADA for the reporting period. This report helps catch data entry errors and

calculation errors of aggregate attendance.

i Attendance/Enrollment System
Errallment 'm Graduations Reports  Supporting Tables  Import/Export Data  System Contral
BRegular Attendance Entry/Updates
R Building &DA/Ad] Aggreg Attendance
Repart Kindergarten Bl L
Repart District-wide ADA A Agareq Attendance

BReqular Attendance

Alternative Regular Attendance

A

= ES

After entering in regular attendance,
go to “Regular Attendance”, “Edit
ADA High/Low Variances for
Regular Schools”.

Alternative Summer Attendance 3

J e — 5 Fieport Separate Combined Elementary
Repart Best 28 \Weeks

Summer Juvenile Detention 3

Edit DA High/Low Yariances for Regular 5chools
Edit ADA ta Enrallment far Reaular Schoals

Ezxit

1 Attendance/Enrollment System
Enrollment  Attendance Graduations Beportz  Supporting Tables  Import/Export Data System Control

- [=]]

i Edit Report for ADA High/Low Variances for Regular Schools =<l

Schoal Year: 2005

MERIDIAN JOINT DISTRICT
KUMA JOINT DISTRICT
MEADOWS WALLEY DISTRICT
COUNCIL DISTRICT

Only report info for this penod(1-3):|3_

Districtis):

Uintag All

ADAMS ELEMENTARY SCHOOL

ADMINISTRATION BUILDING 001

Buildings): [ AMITY ELEMENTARY SCHOOL 130 Untag All
AMSER CHARTER SCHOOL 138
BOISE SEMIOR HIGH SCHOOL 301 =

Wariance Thresholds Percentages-Low: | 85

Continue with Report | Exit |

ldaho State Department of Education
Attendance/Enrollment System
Edit for ADA High/Low Yariances - School Year 20042005

051672005

Page 1
10:03 a.m.

011 MEADOWS WALLEY DISTRICT
701 MEADOWS WVALLEY SCHOOL, Schedule 1
Kindergarten

Average ADA = 8.86 Average ADA without High/Low = 8.91

Emerg
Week  Monday Days In Closure  Wacation Aggregate Prct To
MNurnber Date Session  Days Days Attendanc ADA. Average
18 114872004 5 49 9.8 11063% High
200 11AM5/2004 5 46 92 10386%
2 117222004 2 3 16 g 9031%
22 142972004 5 44 8.8 9934%
23 124612004 5 42 8.4 9483%
24 1211372004 5 47 9.4 10612%
26 127202004 3 2 28 933 10533%
26 12272004 5 0.00%
2 1/3£2005 5 36 7.2 81.28% Low
28 14102005 5 40 g 2031%
29 1/17£2005 4 1 34 85 9596%
30 142412005 5 46 92 103.86%
k1l 143112005 5 45 9 10160%
32 20772005 5 49 9.8 110.63% High
33 2/14/2008 5 475 9.5 107.25%
34 272172008 4 1 36 9 101 60%
3k 2/28£2005 5 43 86 97.02%

The reporting period must
be entered for this report to
work properly. Then select
by building or click on
“Untag All” to select all
buildings within a district.

Use the default “Variance
Thresholds Percentages”
and click on “Continue with
Report”.

The report will print out only
those buildings and grade
groupings that have
variances.

Average

Without
HifLowe

Review weeks that are
flagged high or low in
the last column. Check
for accuracy the days in
session, emergency
closure days, vacation
days, and aggregate
attendance.

110.00%

103 26%
89.79%
88.77%

94 28%

105.51%

104 72%

0.00%
B0.81% Low
89.79%
95.41%

103.26%

101.02%

110.00%

106 63%

101.02%

0,
96.53% 48



Note: Please keep in mind that this report is showing those weeks where ADA was
either above or below the expected norm and does not mean that the data is necessarily
incorrect.

No Threshold Problems | If there are no problems found

— that fall above or below the
@ Wa Threshold Prablems found threshold this box will come up.

for zelection enterad

b) Edit for ADA to Enrollment Report

This report compares the calculated ADA for a Reporting period to the net enroliment.
The only time that ADA may be higher than net enroliment is in situations of extreme
change in enrollment during a reporting period.

} Attendance/Enrollment System - =]
Enrollment | Attendance Graduations  Reports Supporting Tables  Import/Export Data  Spstem Control
Regular Attendance Regular Attendance Enty/pdates
H ETichem-d Lt did) A 1 1
Alternative Regular Attendance » =Ll _ - o re-g pliendance After enterl ng In I’eg u |al’
Report Kindergarten Building ‘Wide A04 d “ I
Alternative Summer Attendance 4 Fepart District-wide ADA/A] Agareg Attendance ; atten ance’ go tO Reg ular
. ” 13 M
Jurenile Detention Attendance 3 Eeport éepa;t:io:hnad Elementary Attendance 3 Ed it ADA
epart Best ecks
Surnmer Juvenile Detention 3 tO EnrOIIment for RegLIIar
Edit A0 HighdLow Yariances for Regular Schools SC hoo | S”
Exit
1 Attendance/Enrollment System -8 x|

Errollment  Attendance Graduations Beports  Supporting Tables  Import/Export Data  Sestem Cantral

1 Edit Report for ADA to Enrollment for Regular Schools =] B3
School Year: 20058 Repoartinfo through this period(1-3):||3_ Start each District on new Page

0 EN T
002 |MERIDIAN JOINT DISTRICT
District(s):| 007~ [<UNA JOINT DISTRICT

011 [MEADOWS VALLEY DISTRICT

013 |COUNCILDISTRICT

Enter in the reporting
period and then select by
building or click on
“Untag All” to select all

Untag All

ADAMS ELEMENTARY SCHOOL 101
ADMINISTRATION BUILDING 001
Buildingis): | AMITY ELEMENTARY SCHOOL 130 Untag All
AMSER CHARTER SCHOOL 138
BOISE SENIOR HIGH SCHOOL 301 LI Use the default “Varlance
d
: . b S 1)
vatiance Thresholds Percentages-Low: |85 High:| 110 Thresholds Percentages
This function accumulates the Attendance through the specified and computes the and CI |Ck On “Con“nue

ADAwhich is then campared to the same period(s; ment. Any Grade groups the are

outside of the Variance Percentages ar

with Report”.

Continue with Report Exit |
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Idaho State Department of Education
Page 1 Attendance/Enrollment System 05/31/2005
Edit for ADA to Enrollment Variances 11:29 a.m.
School Year 2004/2005 through Period 2

District:

Net Variance
Grade Level A_.D.A. Enrollment Percent

Building: 916 NORTHWEST CHILDREN®"S HOME - Contract
Secondary 7-12 5.58 5 111.60% ADA is High

Building: 101 ELEMENTARY SCHOOL - Separate
Kindergarten 8.75 12 72.92% ADA is Low

Building: 603 MIDDLE SCHOOL
Secondary 7-12 34 0.00% No ADA for Enrollment

What the error messages mean.

No ADA for Enrollment = There is an enrollment record, but no attendance was entered.
No Enrollment for ADA = There is an attendance record, but no enrollment was entered.
ADA is High = Either enrollment or attendance has problems.
ADA is Low = Either enrollment or attendance has problems.

For all error messages, check that aggregate attendance is reported accurately for the
grade grouping or that enrollment has been reported accurately. In Kindergarten, check
that all schedules of Kindergarten have been entered.

Note: Please keep in mind that this report is showing those reports where ADA was
either too high or too low from the expected norm and does not mean that the data is
necessarily incorrect.

Mo Threshold Problems | If there are no problems found

—— that fall above or below the
@ Na Threshold Problems found threshold this box will come up.

for zelection enterad
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3. Unit Calculation Reports

To print Current Year Support Unit Calculation and Prior Year Support Unit Calculation
Reports, go to Reports menu. These reports are only preliminary!

\ Attendance/Enrollment System
Enroliment  Attendance | Beparts  Suppoiting Tables  Import/Export Data  System Control
Exceptional Child Unit Approvals

Current Year Support Linit Calculations
FErior Year Support Unit Calculations

Full Term ADA by Program
Best 28'Weeks ADA by Program

E

=[0[x]

a) Entering Exceptional Child Pre-school Full Time Equivalency (FTE)

To get a better estimate of support units enter in the Exceptional Education Pre-school
FTE into the system. This is collected in the December 1 child count reported to the
Special Education at the State Department of Education.

i Attendance/Enrollment Sypstem

Enroliment  Attendance Graduations  Fepaorts | Supporting Tables

FPeriods for School Year

port/Export Data  System Control

LCounty Codes
Ethnicity Codes
eptional Education

Schools/Buildings
State Codes

Exit

i Attendance/Enrollment Sypstem
Enrollment  Attendance Graduations  Heports  Supporting Tables  |mport/Export Data  System Control

- [2] x|

Go to “Supporting Tables”
and then “Exceptional
Education”.

=] <]

| 1]« v ]| O]ag ] o] %] R

i Exceptional Education Table Maintenance

Education Infarmation

School‘r‘ear:m

Distict| - |g——
Building:| -] |

Elementary Student Count:|_2

Secondary Student Count: 9

SpecialEdPreschoolFTE:l 0.oo

™ District does not have Special Ed. Program

Education List Function

BuHding only allowed far
Charter schools.

Click on the “New” icon,
select District, enter in
the FTE and then click
the “Save” icon.

This information will
not be submitted in the
electronic export files.

It will only be collected
in the Exceptional
Education December 1
Child Count.
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Entering Dropouts

In the “Enroll. List” tab enter the year, district number and building number.

i Attendance/Enroliment System mEE
Enrallment  &ttendance  HReports  Supporting Tables  Import/Export Data Systemn Control
Enrallment Entry and Updates
Erroliment Beports » w , A
LCreate Enrollment DBF for IBEDS sypstem ‘(‘30 to EnrO"ment and CIICk ?’n
Eat Enrollment Entry and Update”.
| Attendance/E nrollment System == EE
Enmallment  Attendance Graduation: Beports  Supporting Tables  Import/Export Data  Sustem Contral
[ sl v o] 8 <]

1 Enrollment Information E_nte_r the year,
district, and
building
numbers.

Wiew Order:

Schyr

Dist

Sehafl Mame Trk [Prd [15t Day Enr [Mew Enr [withDrw [Dropout | =]

¥ 2005

072

HOAHO CITY HIGH 50 1 ] 1] 0 0

Click on the
building and
period you
want and then
click on the
“Drop Outs”
tab.

o

You must enter in the enrollment and ethnicity before you can enter dropouts for a
building. Students that are being entered as a dropout must be in either the first day
enrollment or new enrollment counts before they can be removed as a dropout.

You must use the Enroll List tab to select the building, year and period you wish to enter
or update dropout information.

Click on the “Drop Outs” tab. To add a new drop out to that building click on the “Add”
button and the form will activate. Enter in all fields accurately. This information is
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important for Federal and State reporting. Once the information is entered click the
“Save” button. If you have more students to enter click the “Add” button. If no more
data is to be entered click the “Enroll. Info” tab and then the “Close Form” button on the
functions tool bar to exit.

i Attendance/E nrollment System ==

Enmllment  Attendance Graduations  Heports  Supporting Tables  Import/Export Data Spstem Control

[ Sl 1) e

Click on the
i Enrollment Information “Add” button
Click the to add a new
“Enroll. / Scleear:Izoos Dist[p72  Blda 501 Track:l_ Period:|1_ drop out.
Infon tap to Last Name:l Srmith
exit agdtl_ng |
or upaatin . Delete
droppouts g FlrstName:nghn MI:I_ DOEI:luzmzmgaa
seh[ - - Gender(F):[m  Grade(-12)[o7 Click “Save™ to
[T IDEA ¥ EconDis [T Migrant [T Homeless [T LEP \!’ECOFd th.e
> information.
Ethnicity: 05~ | [white
Date Enmlled:l 09r01i2004 Date Dropped:l 09/01/2004
Last Marne First Mame DoB Date Enr Date Drop |AKA [
Doae Jack 01011985 |08/26:2004 (0970152004
¥ Smith Jahn 02021986 (0950172004 (0970152004
New Dropout Info B Click OK twice to Add Dropout Info E3

continue or exit “Drop Dropout Information

¢ ) I ”
_‘:/ Do pou wish Add Dropout [n Outs Added for Student

Cancel |

To update information on a dropout already entered, go to the “Drop Out List” tab find
the student and click on the left side gray box next to the name. A black triangle will
appear, Then click on the “Drop Outs” tab and the form will be populated with that
student’s information. Click on the “Update” button to open the form for input. Then
click on the “Save” button to save the corrections.

Note: In both Enrollment and Attendance windows you must click on the first tab to the
left to activate the “Close Form” button in order to exit the program.
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Entering Graduates in the Attendance and Enrollment Software.

i Attendance/Enrollment System MEE
Errallment  Attendance | Graduations Feports  Supporting Tables  Import/Export Data Spstem Control

Gradustion Entry snd Updates

Repart Graduate Info by Building
zzzz;tg:::::::::::::E:;:;\Pupulaliun \ CIiCk on “Graduations” on the menu and then
e . click on “Graduation Entry and Updates”.

i Attendance/E nrollment System & ]

Enrolment  Attendance  Graduations  Reports  Supporting Tables  [mpoit/Expoit Data  System Control

J ] ] v ]| Dgn|n|x|£|

it Eracusoepdates : To enter a record you must first click on the
: SIAALHENI | SR “New Form” icon on the tool bar (it looks like a

schoolYear[200e | Disticton1 | |BOISE INDEPENDENTDISTR  page with a corner folded over). This will open
Building:[ 301 - | [B0ISE SENIOR HIGH SCHOOL a blank form
Perind |(" Eatly @ Regular € Sumrnet | TVPE'|5' Regular ©

i Attendance,/Enrollment System =] x|

Enrollment  Attendance Graduations Reports  Supporting Tables  Import/Export Data  System Control

| o] D2 o] e

i Gradvation Updates

/ Graduation Info |

S UUIYearlzuuy District|oo1 ~| | B

You must enter or select your district
and building.

Report Info

PEMDEMNT DISTRICT

Building [301 - | Lg8E SENIOR HIGH SCHOOL You must identify for which group of
Completion: | & 4 vears ot Special Ed SYM Completers 4 years or 5 years.
F‘ermd-|(“' Early {* Regular FWW |
# Econ. Disadvantaged: 4 Migram:l—n # Homelg .
#LEF Malz I—a #LEPW #IDEAFamale [ 7 goulomn:j;t select the Period and Type of
Ip .

Gender White Black Hispanic | Mative Am HawaacIsm'a'n\ Total

wae 4 o ]2 e e ] s == Key in counts for subgroups and gender
remsefl w T e JT @[ o[ o JI" o0l @ | and ethnicity

New Graduation Info
Click OK in both

\‘-? ) Do you wish to &dd this New boXes.

Graduation Information’?

aE, Cancel |

To enter another Building, Period or Type of graduate you must click on the “New Form” icon on the tool
bar. If you use the “Update” icon you will only change the record you just created and not create a new
record.
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i Attendance/Enrollment System mEE
Errollment  Attendance Graduations HReports  Supporting Tables  Import/Expart Data  System Control

R D¥E|0|X|EH

\ Graduation Updates

Graduation Info Graduation List | Report Infa

& Year/DistBldg

View Crder:  DisyBldghear SchYear'W District:| 433 uilding l_
Period: "Early, "R"egular, "S'ummer  Type: *R'egular Cerlificate, "Cerifiate of Cormpretelon To update or change a record that has
Sch Yr‘D\st Bldg |School Mame Period [Type |Tot Wale [Tot Femnale N been Saved you must C|ICk on the
2004 432 [501 |CAMBRIDGE .JR-SR HIGH STHOOL R R 4 5 o . .
433 |501 |MIDVALE JR SR HIGH SGHOOL R R 7 5] Graduation List” tab.
 —

Find the building, period and type you
— wish to change and click on the gray
——tectangle at the left side. This will
highlight the year.

[
< 5]

Then Click on the “Graduation Info” tab. This will populate the form with the requested information.

i Attendance/Enrollment System mEE

Enrolment  Attendance Graduations  Heports  Supporting Tables  Import/Export Data  System Contral

| i ] s ]

=l

i Graduation Updates

Graduation Info | L | Eenot (hfo Click on the “Update” icon.
School‘r‘ear:m District:|433 = IMIDVALE CISTRICT (lt looks like a penCiI,
Building:[501 - | [MIDVALE JR-SR HIGH SCHOOL triangle and ruler). This
Period:|(“ Early ' Regular  Surrmer | Type:| & R Effificate of Completion | will open up the form and

#Ecan. Disadvantaged:lWﬂ #Homeless:l 0 the boxes will be in white.
#LEF Male:l 0 #LEP Female:l ] #IDEA Male:l 0 #IDEA Female:l ]

Gender White Black Hispanic | Mative Am |Haw/Pacls| Asian Total
male || 7 [ o | o | ol ([ o) o |] 7
Female | 4 | 0 I 0 | 1 | 0 I 0 I 5

Once changes have been made, you must click on the “Save” icon to save the changes and again click OK
twice to continue.

1 Attendance/Enrollment System M=

Enrallment  Attendance Graduations Heports  Suppaorting Tables  Import/Export Data  Systern Control

| o] v m]eg| @] %]

To get out of an open/f:rm without saving it click on the “Restore” icon.

1 Attendance/Enrollment System M=

Enrollment  Attendance  Graduations  Beports  Supporting Tables  [mport/Export Data  Sestem Control

||« n]| Djpg|@] o] x| B

To get out of Graduation reporting, all forms must be saved or closed, and then the “Exit” icon will be
colored so you can click on it to exit out to the main menu.



Exporting Data to SDE

| Attendance/E nrollment 5ystem _ (O] ]
Errolment  Attendance  Reports  Supporting Tables | Import/Export Data Swstem Control
Import Data From Building
Bepart Imported Data Enors
Imp

Statistical Counts

Enter the output path and
directory. Tosenditona
floppy disk enter A:\ and
place a clean floppy disk in
the disk drive.

To send by email: create a
folder on the C drive
C:/export then use the
“Directory Selection” button

Education. You may choose one or more Buildings to be exported. If none are selected, all
to flnd and Select that folder that are found for the specified vear will be exported.

Click the “Create Exported
Files” button and then attach
the files in the export folder
to an email.

Click on “Import/Export Data To SDE”.

! Attendance/Enrollment System _ (O] ]
Enrdllment  Attendance Reports  Supporting Tables  Import/Export Data Swstem Control
i Export tables from District for SDE O] x]

District: | 193 IMOUNTA\N HOME DISTRICT

School Year: | Bl

EAST ELEMENTARY SCHOOL 103 =
HACKER MIDDLE SCHOOL 504
LIBERTY ELEMENTARY 101
Building(s): |MOUNTAIN HOME JUNIOR HIGH SCH 201 Untag All
MOUNTAIN HOME SR HIGH SCHOOL 201

MTH HOME AFB PRIMARY SCHOOL 102
MORTH ELEMENTARY SCHOOL 104 =

OulpuIFalthlrectuvv.IA:\ rectory Selection
i Tidance and Enrollment data for the State Department of

Create Exported Files Exit

Select an output path and create a disk to forward to the State Department of Education at:

Idaho Department of Education
Public School Finance

P O Box 83720

Boise, ID 83720-0027
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Sharing Software Between Buildings and District Office

The Building Exports Data to District Office

Enrallment  Attendance Reports  Supporting Tables | Import/Export Data System Control
Import Ciata From Building

Beport Imported Data Ermors
Import Diata From SOE
Ewport Data To SDE

The building will export like it
is sending the files to SDE.

Import Attendance ASCI Data

Statiztical Counts

i Attendance/E nrollment System
Enrrollment  Attendance Beports Supporting Tables  |mport/Export Data Spstem Control

1 Export tables from District for SDE

District: | 433 IMID\-’ALE DISTRICT

The exporting
building selects it’s

Schoolgear:
building for exporting<>

Building{s):

2004

MIDVALE ELEMENTARY SCHOOL 101 =]
MIDVALE JR-SR HIGH SCHOOL 501

Untag All |

|

Cutput Path/Directary:

Exporting bu"ding must This func export Attendance and Enrallment data for the State Department of
10n. You may choose one or maore Buildings to he exported. If none are selected, all
select output path and that are found for the specified year will be exparted.

directory. Canbeto a
floppy disk or any folder
on system.

Directony Selectionl

|2 ]

- (O] %]

Create Exported Files |4\% Click on “Create Exported

Files”.

The system will generate 5 to 7 files. The files will have the same names for each building in the district,

so it is important, if on a share network drive that each building exports their files to a different folder or

they will overwrite each other’s work.

8% C:\export ==
File  Edit “iew Favortes Toolz Help | f;'
. = =
Q Back » () ~ ? | 7 Seach [~ Folders | m' k13 x }s B
Address I..j Cr\expart j E’ Lo
Folders x | Mame = I Size I Type I D ate Modified I
= < Local Disk (] ;I E}ENROLO0T.DEF 13KB DEF File 11/22/2002 1137 AM
193 chart.er IDE . 4KB DEF File 1142242002 11:37 AM
= @HEGATDD‘I.DBF 85 KB DEF File 11422/2002 1137 &M
&b @SJD.&TDDTDB 4KE DEF File 11/22/2002 11:37 &M
) od files | @ALTHEDDTDBF 5KE DEF File 1142242002 11:37 &M
= DELL @ALTSMDD‘I.DBF 5KE DEF File 1142242002 11:37 &M

=3 DistictCD =] DROPOOOT.DBF

=0 Documents and Settings

Iy DRIVERS

) export «—
| FOX2

I 1386

Do not rename files. The folders can have any name up
to 8 characters long, but the files must remain named as
the system created them or they will not import.
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The District Office will then import data from building

i Attendance/Enrollment System !E E
Enrallment  Attendance Reports  Supporting Tables | Import/Export Data  System Control

[mpart Data From Building

Repart Imparted D ata Erars
Import Data From SDE

Went the files are ready for the
Export Data Ta SDE

district office to import, go to”
Import Data from Building”.

Import Attendance ASCI Data

Statistical Courts

} Attendance/Enrollment System ==
Enrollment  Attendance  Beports Supporting Tables  Import/Export Data  Swstem Control

! Import Data from Building P ] B4

Limit Impart to this peri ):|_

MIDVALE DISTRICT

Select the School
Year, the building
and which period.

MIDVALE JR-SR HIGH SCHOOL 501
Building(s): Lintag All |

[~ |

MIDVALE ELEMENTARY SCHOOL ‘1 01 ;l

Select the path and .
directory Of the Input PathiDirectory: r DirectorvSelectionl

fl |eS tO be This function will impart Building Attendance and Enrollment data far this District. You must
choose one Building to be imparted. All data for that building will be imported and replace

imported any exiting data.

> Navigate to location of
. files to be imported

| rt Drat: Exit .
M Ll and click on “Import

Data”.

File Edit “iew Favortes Toolz Help | lﬂ'
. o =
Qsack - () - T | J)semch [ Foders | [T+ 50 X b /d/
Address I.,:' C:hewport j E’ Go
Folders x | Mame = /r Sizel Type | Date Modified |
2 2 Locsl Disk (] ;I EEMROLO0T.DEF 13KB DEFFile 1142242002 1137 &M
= 193 Cha[t'e[ IDE 4KE DEF File 11/22/2002 11:37 AM
= E| REGATOO.DE 95 KB DEF File 11/22/2002 1137 AM
&b @SJDATDDTDBF 4KE DEF Fil= 11/22/2002 1137 AM
) o fles | @ALTHEDDTDBF 5KE DEF File 1142242002 11:37 AM
3 DELL @f-‘«LTSMDD‘I.DBF 5KE DEF File 11422/2002 1137 &M
@DHDPDDDIDBF 28KB DEF File 1142242002 11:37 &M

12 DistrictCD
|2 Documents and Settings
Iy DRIVERS
) export
I FO%2
I 1386
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Common Problems with Exporting and Printing

If the error message comes up that a file cannot be found or the path and drive cannot be found, and the
Attendance and Enrollment software is on a net work or installed to some other place other than the default
of C:/IDE, it is only a matter of creating a folder on the “C” drive on a local machine named “IDE” and
then finding the folder that the program is in and copying all the files and pasting them in the C:/IDE
folder. Then go to the C:/IDE folder and click on the fox icon ATTNDENR.EXE to open the program.
Once in the program from this location, try to export the files or printing the reports.

Go to My
Computer, to
the local disk
(C:) and copy
over the files
of the
attendance and
enrollment
software to the
IDE folder

S

4

= % Local Disk [C:)
|2 193 charter IDE
b
(=) DELL

|2) Documents and Setting

| DRIMERS
() FOxZ
D 1386
() ihedsT1
|2 |beds expart files
) ibedst
IDE
(D 1IDEDUC
(= MICHIEST
) My Downloads
() Movell
|2) Program Files
() SASIHP
I SAWE
(D WINDOWS
) WUTemp

counties.cds
E] counties.dbf
district.cds

=] district. db
dropout. cds

@ dropout. dbf
erroleth.cdx
@ enraleth. dbf
enrolmnt.cdx
@ enralmnt.dbf
ethnicty. cdx
E] ethnicty. dof
excpeduc. cds
@ excpeduc. dbf
|| FOXUSER DEF
FOXUSER.FPT
=] IMPAUDIT DBF
jdattnd. cd«

=] idattnd. dbf

B MPROUTIL EXE
|2 MsvCR7DDLL
=0 nerinrts e

a0

% C:\IDE =]
Fle Edit View Favoites Tooks Help | lﬂ'
QEack - \_) - ir ‘ /.- ) Saarch [~ Folders | El' k'3 x é% T_LI
Adress [ c:uDE > [
Falders | _Mame = | Size | Typs | Date Madilied | -

9 v vidoss El ] alegat.cds 5KB COX File 7/31/2003 7.59 AM
= secutty =) atregat.db 10KE  DEF File 7/31/2003 7.59 &M
= j My Compuler altsmrat cds KB CDH File 743172003 759 AM
@ alkzmrat. dbf - .
4 3t Floppy (4) B s1oenr e Open the program from this location by

clicking on the ATTNDENR.EXE. Do not
try to open from a desktop icon.

JOKE
J2KR
SKB
EKE
S5KB
19KE
SKB
1KE
14 KB
Z2KR
1KE
TEE
1KB
143
4KB
100KE
296 KB
KR

CDx File
DBF File
COx File
DBF File
CO File
DBF File
LD File
DBF File
CD¥ File
DBF File
DBF File
FFT File
DBF File
CDx File
DBF File
Application
Application Estension
D File

743172003 7:53 AM
743172003 7:53 AW
743172003 11:28 &M
743172003 11:28 AM
7¢31/2003 11:28 &M
74312003 11:28 AM
743172003 7:53 AW
7¢31/2003 7:59 AW
743172003 7:53 AM
743172003 7:53 AW
7431/2003 B:14 AW
743172003 B:16 AM
74312003 B:13 AW
743172003 7:53 AM
743172003 7:53 AW
8/18/2002 4:24 PM
31272001 256 AM
TSN 753 Akl

I

=

Run the reports or export the files to SDE and then delete the folder C:/IDE. This is only a copy and is not
linked to the network or the desktop icon. Any future changes or updates to the live system will not be

made to this copy unless you re-copy and paste the files over again.

Note: To select all files in a folder first select the first file and then “Ctrl” + A, this keyboard shortcut will
select all the files in a folder.

Selection Error

%)

Mo information found For
zelection entered

If the error message “No Information Found” comes up. Make sure that the year being exported is the
current year. Keep in mind that the 2003-2004 school year would be listed as 2004.
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